| The Magazine for 
| OFFICE EXECUTIVES 


MORE OFFICES: Late this Fall, this steel 
skeleton at Park Avenue and 53rd Street, 
New York, will have become the 21-story 
Lever Brothers Company's office head- 
quarters, featuring many an efficiency 
innovation. 
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THIS MAN is an artist with a piece of steel. His 
touch is gentle... yet firm as a vise. His eye 
is sensitized to the proper glint and glisten of 
fine plating. His job is one of the many indi- 
vidualized EXTRA finishing touches that go 
into the making of distinctive Royal furniture. 


TODAY, with much of our production devoted 
to defense needs, and civilian demand as keen 
as ever .. . we could eliminate some of our time- 
taking extra operations. But we never will. It’s 
the added buff and polish . . . the additional dip 
and rinse in plating . . . the extra care in stamp- 
ing, stuffing, springing ... that make the big 
Quality Difference you’ ve come to know as Royal. 


4 “di ere not bling when were Bufing- 


Royal takes extra time to bring you steel furniture of enduring beauty 


TIME hardly touches long-wearing 
Royal Furniture because Royal takes 
the time to bring you the very best! 


IF YOU NEED metal furniture and cannot wait 
for Royal’s extended deliveries, may we suggest 
you investigate the lines of our worthy com- 
petitors. Many of them make products of good 
quality which we recommend. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING CO. 


175G NORTH MICHIGAN AVENUE, CHICAGO 1 


New York + Los Angeles + Michigan City, Indiana 
Warren, Pennsylvania + Preston and Galt, Ontario 
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“Why do our records look 9 
so much better lately?” \3 


ASSISTANT: We're 
Hammermill Ledger now, 


Mr. Dean. On that paper 


we're always sure of 
clear records—and they'll 


stay that way for years! 


HAMMERMILL LEDGER HAS BEEN MAKING ACCOUNTANTS’ 
WORK “EASIER” FOR MORE THAN 36 YEARS! 


Experienced accountants know that a good ledger paper 
must be easy to write on...have a non-glare surface 
to save eyestrain... that it must take sharp printing 
impressions — and rule accurately. 

Hammermill Ledger offers you every one of these ad- 


You can obtain business printing on Hammermill papers 
wherever you see this shield on a print shop window. 
Let it be your assurance of quality printing. 


June, 1951 


vantages. And, it has a splendid texture for either type- 
writing or machine posting. (For machine posting you 
can specify the special finish identified by the watermark 
“Posting Finish.’’) 

Because it is tough and durable, records posted on 
Hammermill Ledger will keep their 
crisp snap through years of han- 
dling. Examine this fine paper for 
yourself. Just mail the coupon for 
a sample book. 


Hammermill Paper Company, 
1471 East Lake Road, Erie 6, Pa. 


Please send me—FREE—the sample book of 
HAMMERMILL LEDGER. 


w ine e' ’ -JUN 
(Ph attach to, or write on, your business letterhead. OM-JU 
ease . 


ae 
° - ‘ P ge 
q % ‘y y er 
Pd so ee . 
ba ee. if he ee 
: i. ; : * 3 ‘ » j e Ry * = 
{ ‘ > X 7 eters ie ’ , f 
' = , ~ 7 
rar 4 pee moet — = a il 
: pet — ‘ ial af 
F : i ee a” 1 
| y . fom" 2 ee ig eg 
si ie . es ’ i Z * oi: 
‘ —— eas a RS ‘ ene rl mia RS ‘eo ES F 
‘ yas i ss i. 
s ‘ SP . , 
- A eae 
‘ < ae J 
i ZS Sink te =. ; 
~ "a we - sy 
i ; Mite. rage are A S ee 
ater See Fae eh ai t 
oe a eee es fe OS, 
ae wenn 4 wer “ \guar \ * a 
ye {ger ; Nee". , ‘ * 
hes a? gn eS hs ~ i nak a ego 2 or) «ae fe ee, = 
ct ™ Fog 
oF jj 
PRINTERS Hi 
H/ 
) esse 
wie . 
* FOr ant ee 
Se nwERA,, 
ae MMERN 
ee IE DGER E Se ccm mn) SNS 
A HE MAKERS OF HAMMERMI ae 
. | OFFICE MANAGEMENT AND EQUIPMENT 3 
“ 
Lan & rz < gh 3 ai : 


rf 
Aa 


a 


in Your Grasp! 


Payrolls computed in minutes... 
costs and inventories calculated with the 
speed of light . . . complex engineering 
problems solved faster than the problems 
can be stated. 


This is only a sample of the power 
put in your hands by the pluggable IBM 
Electronic Tube Assembly, the heart of 
the IBM Electronic Calculator. Here is 
power to do simple and complex calcula- 
tion without the need for supervision 
of step-by-step operation . . . power to 
free men’s minds from the burden of 
detail computation and to eliminate fre- 
quent human error. 


 6(1BM| 


INTERNATIONAL BUSINESS MACHINES 
590 Madison Avenue, New York 22, N. Y. 
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Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


“THIS month we show,” said we 
last month in this column, referring 
upward to a cut that wasn’t there. We 
were talking about the weather star 
on the Mutual Life Insurance Co. 
building in New York, and summar- 
ized the main features of this giant 
weather indicator which has in a re- 
latively short time become one of the 
city’s most useful landmarks. We 
print now the picture we should have 
used last month. 

We were alluding last month to 
the weather-stimulated improvements 
made in offices in recent years in heat- 
ing, ventilation, and air conditioning. 
While on that subject, let’s try to start 
a discussion of weather in its sexual 
aspect. We mean the _ ever-vexing 
problem of what temperature to keep 
the office to satisfy both masculine 
and feminine office workers. 

Is there anywhere an office where 
the temperature or air circulation 
which satisfies the men is acceptable 
to the women also? The fact that men 
usually wear heavier (or more) 
clothes then women is probably suf- 


ficient to account for the constant 
complaints over alleged suffering 


caused by office heat or cold. 
Has anyone dared tell his secretary 
to put a sweater on? 
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UARCO 


brings you a full line of 
TABULATING FORMS! 


All Types: custom forms—stock forms—imprinted stock forms. 


; All Fastenings: glued, sewed, stapled, unfastened—or bump fastened; 
é Uarco’s exclusive method of fastening tabulating forms with 
Paper only. 
All Yours with Service and Assistance: trained Uarco Representatives 
are in every major city. Five modern Uarco plants serve every 


ee major business area—with nearly sixty years’ experience in the 
ss business forms field. 
ze All Told: important reasons for making Uarco Incorporated your 


source .. . for quality tabulating forms! 
Call a Uarco Representative, today. 


FREE to all tabulating users—this new book 

containing actual samples of Uarco’s full line; shows 
. fastening methods, designs, special constructions. 
Mail this coupon, for yours! 


ws. 

. UARCO Incorporated : 

Room 1620 141 W. Jackson Blvd. 1 

Chicago 4, Illinois : 

Please send my copy of “UARCO CONTROL ! 

PUNCHED FORMS FOR TABULATING” 

. INCORPORATED Pi 

B F ; Ps cesscsaccees PTEITITTTTTTTiTrirririrrrrrrTT eT - & 

usiness Form 8 
” _ PD ines cineca MidittndkbeipikdasauceeRbanin : : 

Factories: Chicago; Cleveland, Oak- ! f;,,, ‘ 

land, Deep River, Coanectices Wer. H POPP PP PP PEE EEE eee ee eee eee ee eee eee . : 

seka, Illinois—Sales Representatives In p 
All Principal Cities. pice ieemieneiaberreeennntenencntecacwensesnssese S| 
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BOOKS AND PAMPHLETS 


“American industry likes to proclaim 
that its factories, its machines, its 
products are the results of scientific 
research. Seldom does it make this 
claim for the methods and disciplines 


| practiced by management. Smooth ef- 


fective production, however, is not and 
cannot be the result merely of luck, 
experience, or art in management.” 

This statement of belief in the im- 
portance of fundamental principles of 
management, is the basis of a new 
book, Production Forecasting, Plan- 
ning, and Control, written by E. H. 
MacNiece and _ published by John 
Wiley & Sons, Inc., 440 Fourth Ave., 
New York. Containing 305 pages, the 
book is priced at $5.50 the copy. 

The first integrated treatment of 
three inseparable factors of production 
—forecasting, planning, and control— 
Mr. MacNiece’s book reduces indus- 
try’s methods and techniques to basic 
principles and then illustrates them 
with specific examples. In addition to 
discussing his subject from an engi- 
neering standpoint, the author stresses 
that the long-range success of a pro- 
duction program depends upon corre- 
lation with economic and social fac- 
tors. 

A special section of the book covers 
problems related to war and defense 
production. Other topics treated in- 
clude: types of production; manufac- 
uring planning; factory planning; 
basis of production planning; sales 
forecasting; cooperation with the ac- 
counting department, and stable em- 
ployment. The author has also included 
many functional diagrams showing co- 
ordination between departments, cus- 
tomers, and suppliers. 

Currently director of quality control 
at Johnson & Johnson, Mr. MacNiece 
also served with International Busi- 
ness Machines Corp., and E. I. Du 
Pont de Nemours. 


The proceedings of the 1950 Annual 
and Special Conferences of the Life 
Office Management Association are 
now available in a bound edition of 
522 pages. The conferences were held 
at Toronto, Canada and at Omaha, 
Neb., and represent a varied group of 
subject matter of interest to manage- 


; ment. 


The Life Office Management Asso- 
ciation is essentially a fact-finding or- 
ganization. Its annual and special con- 
ferences are conducted as open forums 
for the presentation of member com- 
pany operating routines and practices 
and the exchange of ideas pertaining 
thereto. The subject matter in this 
volume reflects the opinions and prac- 
tices of both individuals and com- 
panies. 

The book is priced at $8 to non- 
members, and is available from the As- 
sociation at 110 East 42nd St., New 


| York. 


(To page 8) 
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Before a manpower crisis hits your office 


provide the el of A U [ [) f R A P H dictation! 


Capacity 


Eve: consider the possibility of a man- 
power crisis in your office? 

The growing demands of the Defense 
Program are already having their impact 
on offices throughout the country. This may 
strike you sooner than you think! 

Already solving the problem for thou- 
sands upon thousands of officesis AUDOCGRAPH 
dictation . .. for the A B C (added business 
capacity) of AUDOGRAPH means increasing 
office output (up to 30%) without adding 
to personnel. 

No better way of assuring the steady flow 
of office output than meeting the problem 
before a dearth of competent personnel 
finds you shorthanded. To discover the best 
means of licking the problem, mail the cou- 
pon, today! 


i 
; Dictating ond transcribing ? 
ore E-A-S-I-E-R 
l 
1 We regret that we cannot always 
deliver AUDOGRAPHS without de- 
lay. But demands have exceeded 
l all precedent . .. and these days 
, we're also devoting much of our 
7 efforts and raw materials to na- ; 
1 tional defense work. So—if with AUDOGRAPH 
you're waiting for delivery of 
your new AUDOGRAPHS — won't 


you please be patient? You'll 


find them well worth waiting for! ee 
‘ _ 
; ELECTRONIC 
: SOUNDWRITER 


THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH «ales and service in 180 principal cities Send me Booklet 6-S —"‘Now We Really Get Things Done!” 


of the U.S. See your Classified Telephone Directory 

under “Dictating Machines.”’ Canada: Northern Elec- 

tric Company, Ltd., sole authorized agents for the 

Dominion. Overseas: Westrex Corporation (export 

, affiliate of Western Electric Company) in 35 foreign 
countries. 


Name 


TRADE MARK AUDOGRAPH™ REG, U.S. PAT. OFF. “a UII 2h vissiinsdonnsailececinpcceiiatienisigalsldaaniaigesecntitndtisabdataai inte SR ee a poueen 
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YOU accomplish more with the right approach! 


BOOKS AND PAMPHLETS 


( like the furniture company that cut out 
typing production orders 


When time is short, you have to get right 
down to business. 


That’s what a mid-west furniture company 
did. They checked over their old system of 
typing production orders from salesmen’s 
copies and decided that a lot of routine detail 
could be skipped to get orders moving faster, 
with less work and fewer errors. 

They found the short-cut they wanted by 
incorporating a CoLiTHO “‘one-write” system 
into salesmen’s order books. These were 
are made up of three-part forms with a 
CouirHo offset master plate as the second 
sheet under a CouitHo carbon. 


When the salesman writes an order he 
makes a customer copy, his own file copy 
and fills in the CottrHo plate—all at the one 
writing. 

Then he mails the plate—get this—he 
actually folds and mails the Co.irHo plate 
to the heake office. 


Credit information is added, then all the 
necessary production copies are run off on 
an offset duplicator—right from the CotitHo 
plate the salesman mailed in—no retyping— 
no lost time—no transcription errors. In 
spite of folding or mailing, Cotrrno plates 
print clean and sharp. That’s the kind of 
plate they are—good for long runs, too, and 
you can file them for future use. 

This short-cut to operating efficiency and 
economy is one of thousands of applications 
that businessmen have found for CottrHo 
plates. They provide the same work and time 
saving advantages in billing and purchasing 
systems, factory engineering and change or- 
ders and a multitude of other uses. 

Why don’t you look for extra 
profit dollars in our file of CotrrHo 
‘*‘one-write”’ forms. We'll gladly send 
typical examples on request. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 

1705 Herb Hill Road, Glen Cove, L. I., New York 

New York Sales and Export: 58-64 West 40th Street 

Branch Offices and Distributors in principal cities 

Consult your local Telephone Classified Directory 


{e) 


OFFSET MASTER PLATES 
A “one-write”” system 
that expedites your paper work. 


Covumpia Rippon & Carson Mec. Co., Inc., OM-5 
170-5 Herb Hill Road, Glen Cove, L. L., N. Y. 

Please send me samples of COLITHO MASTERS. 

Name Title. 

Company 

Address 

City Zone State 

Make of Dupli Model 

Plate Size Clamp Style 
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Military equipment requirements are 
shifting with such jet-like speed these 
days that excellent opportunities are 
opening up for companies seeking a 
foothold in defense work, according to 
Walter Lord, whose new policy man- 


| ual, Getting Military Work, has been 


published by Business Reports, Inc., 
225 West 34th St., New York. 

The 177-page book is bound in 3- 
ring binder form so that material can 
be added or taken out at the option of 
the reader. Profusely illustrated and 
supplied with charts and diagrams, the 
volume is priced at $12.50 the copy. 

Pentagon buying schedules put stress 
on such newly developed Army 
weapons as anti-aircraft guns, shaped 
charges, plastic land mines, and Navy 
innovations like sono buoys, depth 
bombs, etc. Air Force needs will con- 
tinue to center around electronic equip- 
ment for magnetic airborne detection 
and guided missile development, Mr. 
Lord has found. 

Such new weapons requirements will 
“snowball” in their procurement im- 
plications, he reports, citing the U. S. 
jet plane program as an example. One 
chapter of Mr. Lord’s book points out 
that too many military suppliers over- 
look the usefulness of a manufacturers’ 
representative in obtaining contracts. 
Specialized knowledge, not influence, 
enables a good consultant to give val- 
uable help in getting contracts, the 
author claims. 


The author was most recently in 
charge of the Research Institute of 
America’s program of management aid 
on government procurement problems. 


Lighting and the Nation’s Welfare, 
a new report prepared by the National 
Information Committee on Lighting, 
1410 Terminal Tower, Cleveland, sum- 
marizes the vital present-day services 
of illumination in American industrial 
production, in public safety, in research 
and education, and in government. 

The 24-page booklet, priced at 25 
cents a copy (less if ordered in quan- 
tities), is broken down into five sec- 
tions, a major one being devoted to 
the office. 

In this instance, the report indi- 
cates that lighting has increased work- 
er efficiency by as much as 37%. 
“Proper lighting provides proper work- 
ing conditions, contributes to greater 
accuracy, prevents lost time due to eye 
strain and fatigue, and has a pro- 
nounced favorable effect on the work- 
ers’ psychology and work attitude.” 

Evidence of the value of good light- 
ing in the office was proven conclu 
sively, the booklet states, in a two- 
vear Government study conducted hy 
the Public Buildings Service and the 
Public Health Service in an office of 
the Bureau of Internal Revenue. 

“By changing from ten footcandles 
of poor quality lighting to fifty foot- 
candles and introducing light-colored 
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Easy-to-handle FIFTH BOTTLE 


FUNCTIONAL DESIGN INK BOTTLE 


3 FITS GIRL’S SMALL HAND! 
‘ The “etiquette of ink-pouring” becomes a matter ot safety... and thrift... with Sanford’s 
o Fifth Bottle of PENit Ink ! This new bottle, shaped to fit small hands, offers large bottle 


economy with pint-size convenience. Its new structural design gives greater strength, 
yet requires less glass . . . weighs a full 34 pound less than a regular quart! The dripless spout 


D. pours free-flowing Sanford’s PENit Ink... the quick-starting ink that assures 
2 “glide-ability” in pen writing. And for the sake of permanent office records, remember 
: ... Sanford’s PENit Ink is one of the two out of five leading brands of Blue-Black 
- fountain pen ink that independent laboratory tests have shown 

c= resisted time, light and weather exposure ! 
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environmental finishes, a gain of 5.5% 
in card-punch production was gained. 
This was in spite of the fact that three 
of the five income tax forms being 
processed increased in complexity dur- 
ing the test period. The room used had 
eighty card-punch machines  opera- 
tion.” 


What’s Happening to Your Dollar? 
is the title of a newly revised pamphlet 
issued by the Information Research 
Bureau, Inc., Woodward Bldg., Wash- 
ington, D. C., a non-profit educational 
organization. 

The 12-page, pocket-size pamphlet 
is designed to acquaint the American 
public with the facts concerning the 
“shrinking value of the dollar,” and to 
point out ways of improving the pur- 
chasing power of the dollar. 

Two booklets will be sent by the 
Bureau on receipt of a 3-cent stamp. 


CATALOGS AND BROCHURES 


An 8-page folder, “For Your Hand- 
written Records,” has been published 
by the Phillip Hano Co., Inc., Holyoke, 
Mass. The circular describes and illus- 
trates all of the Autographic Regis- | 
ters, both portables and refolders, as | 
well as all the accessories produced by 
the company. 

Available from the company direct, 
the circular points out many of the ap- 
plications of Hano registers and regis- 
ter forms already in use. 


“Inventory and Material Account- 
ing,” a 3l-page booklet, has been pre- 
pared by International Business Ma- 
chines Corp., 590 Madison Ave., New 
York, to show how the IBM principle 
can be applied to this important phase 
of modern business. 

With the IBM method, the com- 
pany says, pricing, calculations, the 
determination of stock balances, and 
the preparation of accounting reports 
are flexible, automatic machine oper- 
ations. In addition to quantity controls, 
the IBM system is claimed to be able 
to provide comprehensive analyses and 
reports for management. 


This booklet illustrates various basic 
inventory and material accounting ap- 
plications of the IBM principle. It is 
available without cost by writing | 
H. T. Rowe, director of information, 
at the company’s New York headquar- | 

| 


ters. 


A 28-page manual that describes “a 
proved-in-use accounts receivable sys- | 
tem that will help meet the manpower | 
demands of today and tomorrow,” is | 
available from the management con- 
trols division of Remington Rand, Inc., 
315 Fourth Ave., New York. 

Titled SUIAP (Simplified Unit» In- 
voice Accounting Plan), the manual 
shows in “flow-chart form how one 
can shortcut conventional procedure.” 
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It’s easy to pour profits down 
the drain if record-keeping costs 
are higher than they should be! 
Many concerns use 8, 9, 10 or 
more copies of business forms 
for various departments. With 
ordinary forms it takes TWO 
GIRLS and TWO MACHINES 
to accomplish what ONE GIRL 
can do easier, quicker, better — 
at less cost — with American 
LITHOSTRIP continuous 
forms! 


| SS SOS SOSCOSCS 


THE OLD WAY...and the NEW! 


The old, laborious way requires 
9 steps to handle one set of rec- 
ord-keeping forms...collating, 
interleaving carbon, jogging 
sheets, inserting, aligning, turn- 
ing roller, typing, removing 
forms and deleaving carbon. 
With American LITHOSTRIP 
continuous forms, as shown at 
right, it’s 1-2-3...type, tear off, 
zip out the carbons! 


If you use Invoices, Purchase and Ship- 
ping Orders, Voucher Checks, Credit 
Memoranda, Teletype or Tabulating 
Forms, Sales and Manufacturing Orders 
. . . SEND FOR A FREE COPY of our 
latest folder that tells how fo cut 
forms handling costs 33% or more! 
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Writes 


93,500 WORDS 
WITHOUT 
REFILLING 


Choose your 
own individual 
point style from the 


world’s largest Point 
selection. instantly | 
renewable 
in case of 
“Ink-Locked” damage. 
against accidental 
spillage. Can't leak. 
Won't flood. 
Base holds 


40 times more 
ink than regular 
fountain pen desk 
sets. Fill it once 
. +» write for 
months. 


Choose the 
right point 
for the way 
YOU write. 


DESK PEN SET 


The 444 is a new, better desk pen. It writes your 
way... because you fit it with the particular point 
made especially to do your kind of writing, the way 
you write it. Select your point and get a personal 
demonstration at any pen counter. 


THE ESTERBROOK PEN COMPANY 
CAMDEN 1, NEW JERSEY 


| 
COPYRIGHT 1951, THE ESTERBROOK PEN COMPANY | 
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CREATIVE APPLICATION A 
BOON 


The creative application of time 
study and methods knowledge has ex- 
tended the function of the modern in- 
dustrial engineering department far 
beyond its primary role of cutting fac- 
tory costs and increasing plant effi- 
ciency, says W. Gilbert Brooks, chief 
industrial engineer of Pitney-Bowes, 
Inc., Stamford, Conn. 

Speaking recently before the sixth 
annual time study and methods con- 
ference of the Society for Advancement 
of Management and the management 
division of the American Society of 
Mechanical Engineers, the postage 
meter company engineer pointed out 
how the progressive “man with stop 
watch and rate sheet” now serves em- 
ployees and the public, as well as 
management, “in a wide variety of 
new ways.” 

“He is making jobs easier, more pro- 
ductive and, hence, better paid in cler- 
ical and other white-collar categories,” 
Mr. Brooks said. “He is helping make 
better products through design re- 
search and the solving of end-use 
problems from the customer point of 
view. While expanding direct and in- 
direct labor incentives, he is also en- 
listing whole-hearted employee co- 
operation in over-all company training 
programs in job methods and simpli- 
fication.” 

Under his topic, “From Grievances 
to Gratitude,” Mr. Brooks explained 
that his industrial engineering depart- 
ment, “throwgh careful organization 
and planning,” had “converted from a 
strictly direct labor rate setting func- 
tion to a true staff organization serving 
all divisions.” 

“The department’s program,” he 
said, “now includes surveys and re- 
ports to aid management in reaching 
decisions; office incentive installations; 
indirect labor incentive plans; time and 
motion studies; an employee training 
program; all estimating for cost pur- 
poses; budgets and timekeeping, and 
machine load requirements for pro- 
duction planning. 

“The problem of how to find the 
time and manpower to do all this led 
to a detailed analysis of all activities 
and the development of a time study 
incentive plan that permits scheduling 
work with a reasonable certainty that 
schedules will be met.” 


Contending that modern industrial 
engineering and human _ engineering 
are inter-dependent, Mr. Brooks added 
this thought: “Just as the finest hu- 
man relations and personnel relations 
program in a plant is dependent ulti- 
mately on sound time study and other 
industrial engineering practices, so is 


| the most finely engineered plant opera- 


tion likely to be a casualty or failure 
unless supported by good human re- 
lations.” 


PLASTICS STUDY URGED 
Warning against indiscriminate use 
of plastics to replace metals and other 
scarce materials during the present 
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emergency, Dr. D. S. Frederick, chair- * 


man of the plastics committee of the 
Manufacturing Chemists’ Association, 
New York, urges that industrial de- 
signers and fabricators give careful 
study to contemplated new applica- 
tions of plastics to make certain they 
are used properly and will do a satis- 
factory job. 

“Plastics possess characteristics 
which for many uses make them su- 
perior to any other material,” Dr. 
Frederick says, “but they also have 
limitations that must be recognized. If 
manufacturers put plastics into prod- 
ucts where they don’t belong, simply 
because they may happen to be avail- 
able, the public will lose confidence not 
only in the products but in a valuable 
new class of engineering materials.” 

“Plastics are finding an increasing 
number of variety of uses in their own 
right and on the basis of their proved 
advantages,” he says. “Producers and 
users alike must be alert to see that 
they are not exploited as inferior sub- 
stitutes for other materials.” 

Dr. Frederick, who is vice-president 
of Rohm & Haas Co., Philadelphia, 
also cautioned against the belief that 
supplies of plastics are relatively plen- 
tiful. “Some types,” he said, “are fully 
as critical as steel and aluminum, while 
others are fast approaching that point. 
Programs for expanding output are be- 
ing handicapped by shortages of basic 
raw materials such as benzene and 
chlorine, and these will require at least 
another year or two before supply can 
be brought up to demand.” 

“Plastics,” adds Dr. Frederick, “must 
be treated as a distinct class of engi- 
neering materials with characteristic 
properties, fabrication methods, and 
design requirements. Pointing out the 
rapid growth of the plastic production 
in recent years, Dr. Frederick states 
that “at this moment chemical com- 
panies are making every effort to bring 
in additional supplies of basic materials 
to meet the needs of plastics pro- 
cessors, although it appears now that 
supplies of most plastics will not be in 
balance with demand until sometime in 


1952.” 


APTITUDE TESTING PROGRAM 

IN A PACKAGED FORM IS 

ANNOUNCED 

A new, improved edition of its pack- 
aged aptitude testing program is an- 
nounced by the Martin Publishing Co., 
690 Market St., San Francisco, one 
which has been designed to aid office 
managers in making the best use of 
their employees’ abilities. The company 
believes it to be the only completely 
packaged program which can be ef- 
fectively used by the average office 
manager, whether for a firm of thou- 
sands of employees, or for a one-girl 
office. 


The program is the outgrowth of re- 
search conducted by Howard G. Mar- 
tin, an industrial psychologist, during 
1947 and 1948. Use of the tests showed 
that definite patterns of scores could 
be identified for various kinds of of- 
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The world’s Smallest! Handiest! 
Simplest! at | 4 | the cost! 


One to twent ‘ 2 
ig An Edison first, perfected after more than six 


years of proof on the firing line! Winning the 


most sensational acclaim in the history of in- 
TELEVOICE Stations 


strument dictation! Easy to use as a telephone! 

was Complete, remote control by push-buttons! 
connect to “Delivers” dictation to EDISON TELE VOICE- 
TeLeVoicewriTeR WRITER at secretary's desk. Cuts cost of instru- 


ment dictation as much as 6624%! 


Edison TeleVoicewriter 


=a The Televoice System , 


—TH TOS SOS SOS LOSE —e 


GET THE WHOLE STORY—NOW! Send for EDISON, 16 Lakeside Ave., W. Orange, N. J. 
this new descriptive booklet. Or, to 
arrange for a demonstration, call ‘‘EDI- 
PHONE” in your city. In Can- 


Okay—send me a LINE ON TELEVOICE. 


ada: Thomas A. Edison of Can- NAME 
ada, Ltd., Toronto 1, Ontario. 
COMPANY 
ADDRESS 
INCORPORATED | a ee eee 
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intense 


color at a 
feather 
touch! 


You can feel the 
‘glide’ of a 
Colorbrite lead as 
brilliant, intense 
color ‘flows’ on your 
paper. Colorbrite is 
actually as smooth 
as the familiar black 
lead pencil. And 
writes just as legibly, 
even on colored 
papers. gg xtra-thin 
leads won’t crumble 
or snap...they’re 
guaranteed not to 
break in normal use. 
Never before a 
colored pencil like 
Colorbrite! Work is 
wet-proof, smear- 
proof—yes, even 
fade-proof. 


WOO0KCLINGHED 


Colorbrite 


ty EBERHARD 
FABER 
Gor Cleaner Corrections 


on any paper use 


TRADE MARKS REG. U.S. PAT. OFF, 
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fice jobs. Upon completion of these 
studies, the way was clear for the 
preparation and national distribution in 
1949 of a complete aptitude program 
which would enable an office manager, 
unfamiliar with testing, to use tests 
effectively in placing office workers. 
This new edition of the kit is said to 
be a further improvement over the 1949 
program. The kit includes a Number 
Facility Test (measuring the appli- 
cant’s speed and accuracy in working 
with figures); a Name Checking Test 
and a Number Checking Test (gauging 
speed and accuracy in general clerical 
duties); an Arithmetic Reasoning Test 
(measuring ability to think logically 
in terms of amounts, rates, and quan- 


tities); a Vocabulary Test; Typing | 


Test, and many others. An instruction | 


manual and a set of scoring stencils 
are also included. 


YOUNG EXECUTIVES WIN 
FELLOWSHIPS 
Fourteen young industrial execu- 
tives, winners in a nation-wide com- 
petition, have been awarded Alfred P. 
Sloan Fellowships for executive de- 


m)| velopment. These provide an intensive 


one-year program at Massachusetts 


Institute of Technology for the study | 


of management policies and economic 
and social problems of industrial ad- 


ministration. The winners, who have | 


been nominated by their employers as 
showing unusual promise for industrial 
leadership, will receive fellowships up 
to $3,700. They will be on leave from 
their companies and upon completion 
of the program will return to those 
same companies. 

In announcing the fellowship win- 
ners, Professor Gerald B. Tallman, 
director of the Sloan Program, said 
“This program provides an unusual 
opportunity for men of marked ability 
to study and evaluate business and 
economic problems with a mature 
viewpoint engendered by ten years or 
more of practical business experience.” 

During the period of study, the men 
will discuss problems of business man- 
agement, of industrial and human re- 
lations in industry, and of the respon- 
sibilities of industry in regard to na- 
tional and international problems. 


ASPHALT TILE PRESERVER 
ANNOUNCED 

A new “anti-slip” asphalt tile pre- 
server has recently undergone severe 
testing on the floors of the Seeger Re- 
frigerator Co. at St. Paul, Minn., ac- 
cording to the manufacturer of the 
product, Multi-Clean Products, Inc., 
St. Paul. 

“The results have seen a 65% cut in 
floor maintenance time and a saving of 
50% in floor maintenance materials,” 
says the Seeger company. 

A single treatment (no wax is 
used) is applied four times a year. 
Preceding the application of the _ tile 
preserver, floors are given a thorough 
scrubbing with a number 0 steel wool 


pad under a Multi-Clean floor machine. | 


The daily maintenance consists of a 


fedders 


Save costly time lost by long 
walks “for a drink of water”. 
Better health, better efficiency, 
less time-off—those are impor- 
tant economies of using Fedders 
Water Coolers. Labor, produc- 
tion and medical authorities 
recommend adequate, access- 
ible, sanitary, perfectly cooled 
drinking water. Bottle, bubbler 
and explosion proof models. 
Write for data. Dept.OM-12. 


FEDDERS-QUIGAN 


a Corporation _— 
57 TONAWANDA ST., BUFFALO 7, N. Y. 


LEADING MANUFACTURERS OF WATER 
COOLERS FOR 20 YEARS 
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PUNCHES sheets and covers of any size 
or weight, quickly, accurately 


BINDS up to 250 books an hour with 
colorful GBC plastic bindings 


BIND THIS MODERN WAY 
right in your own OFFICE 


Add prestige...color...atten- 
tion-compelling appearance to 
reports, presentations, catalogs. 
GBC plastic binding equipment 
quickly ...easily...economically 
binds pages of all sizes into 
handsome custom-made _book- 
lets. Pages turn easily ...lie flat. 
New models cost less than a 
typewriter...save 50% over old- 
fashioned fastener-type covers. 
SPECIAL OFFER 
Send today for 2 use- 
ful, valuable pocket 
memo Reger y' Striking 


GBC tg eon 
absolutely FREE. Receive also illus- 
trated brochure showing how GBC 
con improve your literature...save 
money, too. No obligation. Please 
state business affiliation. 


General Binding Corporation 
808 West Belmont Ave., Dept. OM-é 
Chicago 14, Ill. 


Designed to profit you 
#10 Official with 
deep shoulder flap 


. . . and easier stuffing, too! 
with Sheppard famous curve-fold design. 


wre 


MINT-E-SEAL 


The Flavor Flap 


"ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 


Write today for Shepco 30-year Folder. 
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dry dust mopping, and every three or 
four days the floors are given a damp 
mopping with cold water, followed by 
machine buffing, again using the steel 
wool pad. 


AMERICAN INDUSTRY TO BE 
SURVEYED 
At the request of the Economic Co- 
operation Administration, the American 


Standards Association, New York, is 
spearheading a survey of American 
industry to determine the savings in 


dollars and cents resulting from the 
adoption of standards in industry. 
Such information has long been sought 
by American businessmen and some 
striking figures have been obtained 
from time to time. 

The Economic Cooperation Admin- 
istration is pressing forward its cur- 
rent program of increasing productiv- 
ity 
and needs such down-to-earth  evi- 
dence of the money savings to be ob- 
tained by the adoption of 
which in this country are recognized 
as being based on sound business phi- 
losophy, but which are not com- 
monly understood abroad. 

ASA is asking its member bodies, 
associate members, and company mem- 
bers, of whom there are more than 
2,200, to participate in the survey by 
supplying specific data within their 
knowledge. 


so 


The study will extend to the savings | 


in all the Marshall Plan countries | 


practices | 


resulting from the use of all kinds of | 


standards—those prepared under ASA 
procedure, standards of trade associa- 
tions, technical societies, industrial 
groups, private companies, or whatever 
their origin. 

Firms or organizations that partici- 
pate by supplying information will re- 
ceive a comprehensive report of the 
results of the survey on its completion. 
The American Standards Association 
is at 70 East 45th St., New York. 


. 


“OUTSIDE” BOARD MEMBERS 
NEEDED 

Periods of national emergency un- 
derscore the need for “outside” mem- 
bers on company boards of directors, 
says the American Institute of Man- 
agement, 50 Washington Mews, New 
York, an organization which is current- 
ly conducting a complete study of di- 
rectors’ responsibilities. One of the 
major conclusions reached so far by 
the Institute, is that such directors 
seem more responsive than manage- 
ment representatives to the public in- 
terest in general. 

“The problem of plant dispersal,” | 
observes Jackson Martindell, Institute 
president, “points up the fundamental 
difference in the duties of management 
as opposed to those of a responsible 
directorate. Management's objective 


must always be to attain the most ef- 


ficient operation possible, and its deci- 
sions toward that end are bound, at 
times, to conflict with public welfare 
and national safety. Directors, on the 
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bottleneck? 


Today's faster business pace 
makes one fact clear. In many 
plants and offices the regular 
exterior telephone system is not 
enough! It may actually be a 
bottleneck! Kellogg SELECT-O- 
PHONE breaks that bottleneck! 


@ INCREASE PRODUCTION 
@ IMPROVE EFFICIENCY 
@ REDUCE COSTS 


Automatic, requiring no opera- 
tor and independent of your 
switchboard, SELECT-O-PHONE 
is the modern means of trans- 
mitting orders, of exchanging 
ideas with individual execu- 
tives or groups inside your 
business! 


GET THE FACTS 


Many of the greatest names in 
commerce and industry are al- 
ready using SELECT-O-PHONE! 
For complete information, send 
coupon today to: 


KELLOGG 
Select: O-Phone 


THE /S/O€ VOICE OF BUSINESS 


SELECT-O-PHONE DIVISION, gl 17-F 


Kellogg Switchboard and Suppl « jc 
6650 S$. Cicero Ave., Chicage 38, I! 


Please rush data explaining how | con save hours and 
dollars with SELECT-O-PHONE. 


NAME 
COMPANY 
CITY 


ZONE____ STATE 
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aperwork Simplification 


oF 


aligning devices: 
THE REGISTRATOR 
PLATEN 


ONE original writing swiftly provides ALL the needed documents. 


AUTOMATIC LINE 
FINDER 
Advances form into 
new writing position 

in one motion 


Shipping parts on government contract, an aircraft manufac- 
turer saves the time it formerly took for successively typing three 
different forms, and duplicating copies five times. One continu- 
ous form, typewritten, now supplies required inspection, pack- 
ing, shipping documents instantly—plus a duplicating master 
for final billing. The story’s in PS. 22.* 


Paperwork Simplification is being directed today to helping our 
customers get the most out of their Standard Register form-sys- 
tems. Standard’s representatives, analysts, form designers, serv- 
icemen are concentrating on re-examining systems . . . against 
these three prime objectives: 


DUAL FEED 
Registers 2 different 
forms for 1 continu- 
ous typing operation 
A. Develop the best procedure. Does every step serve an impor- 

tant purpose now? What new needs must be met? 


B. Simplify the writing method—to get more out of present 
business machines, save manpower . . . by means of auxil- 
iary devices, form handling equipment, etc. 


€. Design the most efficient form. Holding parts intact in Zip- 
set, for instance, enables inspectors (above) to sign, stamp 


: BURSTER-IMPRINTERS 
all copies at once. 


Sign, date, number, 
* “PS.” ideas and information are available to all. Write for aaa 
copies of Paperwork Simplification (PS.) and the ABC book. 


The Standard Register Co., 4306 Campbell St., Dayton 1, Ohio. 


9 


andard Register 


- Si 


> Continuous FOCNS 
e) 


FORM-FLOW 
9 REGISTERS 
. ncned 
9° aah mart snally PY Better records 
yhe orginal 3 ... by hand 


Arend on 
1@) For MaXKIMUN eth 
ol anes 


ol pRNaP 


offices UNIT ZIPSET FORMS 


Carbon interleaved 


other hand, are responsible for the 
preservation of the society which made 
possible the existence of their com- 
pany. The management viewpoint must 
be tempered by the influence of the 
outside directors if the best interests of 
all factors is to be served. 

“Directors have responsibilities other 
than to stockholders,’ Mr. Martindell 
continued. “They should represent the 
general public, the communities in 
which the company’s plants are lo- 
cated, the employees, suppliers, credi- 
tors and customers—as well as the 
stockholders and the management. Di- 
rectors have responsibilities toward 
each of these groups, and many times 
the boards of large corporations must 
weigh the interests of one against the 
other.” 

Many examples of conflicts have 
been brought to light in the survey, the 
Institute executive pointed out. Cit- 
ing one, he said, “an ethical drug 
manufacturer recently made seven suc- 
cessive price reductions on its most 
important product—and each time in- 
formed the public of the cut. This was 
done despite the fact that the com- 
pany’s own customers—pharmaceutical 
distributors and retailers—had supplies 
on hand which they could readily have 
disposed of at high prices, because de- 
mind greatly exceeded supply. 

“Of course, pricing is a management 
function, not the board's, but manage- 
ment is always on its toes when re- 
sponsible outside directors are looking 
over its shoulders.” 

Another instance, Mr. Martindell 
said, involved an airline operation. A 
customer offered a suggestion to the 
management, one that would speed u» 
service and reduce expenses. Nothing 
happened, so, months later, the cus- 
tomer mentioned the subject to a 
friend, a person who happened to be an 
outside director of the airline in ques- 
tion. “On the very day following the 
next board meeting,” Mr. Martindell 
said, “an executive of the line came 
calling!” 

“It is not the function of directors 
to manage the company,” the Institute 
makes clear, “but it is their responsibil- 
ity to see that it is well managed. The 
important thing is that a board cannot 
carry out its responsibility unless it 
is sufficiently separated from operating 
management to view its performance 
dispassionately, to evaluate the think- 
ing and the long-term objectives of ex- 


| ecutive management, and to represent 


the interests of stockholders, cus- 
tomers, and the public. If a board is 
to serve as a guide for management, it 
can scarcely do so when all its mem- 
bers are company officers.” 


THE BUSINESS LIBRARY—A 
RECOGNIZED TOOL OF 
BUSINESS 
Are public libraries proving an eco- 
nomic necessity? The increase in de- 
mands made on the Business Library 
twenty-five years ago and today shows 
that in Newark, N. J., at least, the 
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Public Library is a recognized tool of 
business, says Marian C. Manley, busi- 
ness librarian and editor. 

The Business Library is the result 
of John Cotton Dana’s belief that cer- 
tain library materials could be of im- 
mediate practical value to businessmen 

| in their day’s work. Under his director- 
ship in 1904, Sarah B. Ball, an organ- 
izer able in finding and bringing to- 
gether the beginning literature of busi- 
ness, was appointed the first business 
librarian. Linda H. Morley, who suc- 
ceeded Miss Ball in 1915, and served 
through 1925, carried out more inten- 
sive organization and analysis of the 
rapidly expanding collection. Miss 
Manley’s administration has seen the 
inception of a promotion program and 
a new building which is located at 34 
Commerce St. in Newark. 
“Statistics for 1925 and 1950,” says 
Miss Manley, “show that reference de- 
; mands as a whole have doubled in 
- number in the twenty-five years.” 


“...most chair for the 
money I ever saw!” 


“... best seat 
I ever sat on 


Ld 
! 


Formerly, requests were primarily 
on business detail—how to write sales 
letters, various collection methods, 
calls for sources of supply and for 
makers of specific products. “But the 
business man’s increasing concern with 
fundamental economic questions,” says 
Miss Manley, “has led to requests for 
material that will shed light on basic 
t problems in personnel and community 
- relations; for market research studies; 
- data on broad business planning; for 


“EINGER-LIFT” 
iP. t Pend ) 


sten ng 


4 help in the preservation and utilization 

of resources; for guides in relating 
i business development to the commun- 
\ ity, the state, the nation, and the 
e world. 
v “In Newark, the Library’s function 
g as a business aid is recognized and the 
8° pattern established there has _ been 
a widely followed elsewhere. The years 
in to come promise a wider understand- 
s- | ing of libraries in relation to economic 
1€ progress. Perhaps the trend that aug- 
] } ers best for the future is that first | 
1e shown in the relationship between the 

programs of the Committee for Eco- | 
rs nomic Development and the use of 
te library resources. In following Paul | i 
il- Hoffman's definition of purpose to get Bestere Bock 
he at the facts about the way this econ- | di 3 
ot omy functions, to face the facts and | : =} adjusts J ways 
it | then go down the roads indicated,’ the That's the a of oe Ses employers and 
a ’ use of library resources is a first es- employes, alike: Cosco “‘Finger-Lift’”’ Office Chair is a 
oe sential.” better seat—a bigger value! Foam rubber-padded, re- G 
hes volving “‘saddle”’ seat raises or lowers—quickly, easily 
x- and positively—to any height between 16” and 20”... 
ae BUSINESS FORMS FOR DEFENSE backrest adjusts three ways. Durable, washable, vinyi ‘2.5<4,or',‘er 


depth of sect... 


- 
Hn 
Ys 


The National Production Authority plastic upholstery on seat and backrest in green, brown, 
1s i estimates that the Army, Navy, and | maroon or gray; all-metal frame finished in gray, brown 
it | Air Force will require the equivalent | or olive green baked-on enamel, or chromium. Life-time 
m- | of over two billion marginally-punched | lubricated, soft rubber casters, with ball bearing swivels. 
continual busmess _forms during _the Ask for free demonstration at leading office equipment Up and down for 
| nine months beginning April, 1951. The dealers. Or write for dealer’s name: Cosco, Dept. OM-6, height of backrest 
NPA stated that this approximates Columbus, Ind. 
\ 35% of such forms produced by the | 
entire industry in 1950. Illustrated: Model 16-C, gray enamel finish. Also 16-D, brown 
Under NPA orders. manufacturers enamel; 16-G, olive green enamel; 16-B, chromium. Retail prices 
eee ee ree re fh. | about $29.95 to $31.95 (slightly higher in Florida, Texas and 
ais of continuous forms are assured suffi- | Western steaes). Tes Oresty te 
Ae- cient paper to allow them to fill Armed | “follow” the back. 
ary Forces orders, according to the Na- | HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 
. tional Stationery & Office Equipment | 
ws Lesoctast | Mokers of COSCO Household Stools, Chairs and Utility Tables 
the Association, 
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Commercial Office Equipment 
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INVINCIBLE METAL FURNITURE CO., Manitowoc, Wis. 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


Miss Helen O'Halloran, of Dravo Corporation's tabulating department, explains card punch machine 
to Lt. Col. A. F. Jeffrey (right) as Lt. Col. J; W. Bacon looks on, during recent visit of 30 Air Force 
officers to Dravo's Neville Island plant offices. 


Tying school to office 


‘THERE'S increasing evidence that school and office are becoming more aware of 
each other—and this can only be to their mutual advantage. School is generally 
regarded as part of the preparation for life and it cannot afford not to be up to 
date on what is going on in that segment of life lived in the office. The office, in 
greater need every day of people trained in the work that it does, or susceptible 
to such training, certainly must keep aware of what the school is doing in fields of 
interest to the office. 

It is no new thing for schools offering courses in subjects of primary ofhce in- 
terest, such as stenography, typing, and bookkeeping, to establish valuable con- 
tact with the offices in their community, so that what they teach will have a direct 
bearing on what these offices need. But a newer development, on the college and 
post-graduate level, is of even greater significance to the office. 

When thirty high-ranking Air Force officers recently visited the Neville Island 
plant of Dravo Corporation to study actual working practice in several specialized 
branches of accounting, the Dravo people went all out in assisting them to get the 
knowledge they were after. The officers are members of a class in advanced man- 
agement at the University of Pittsburgh, where they are taking a one-year course 
in preparation for Air Force administrative service. The visit to the Dravo offices 
was arranged by C. L. Van Sickle of the University of Pittsburgh School of Busi- 
ness Administration. 

Another instance of cooperation between school and office is the experiment in 
education being conducted in Evansville, Ind., by Evansville College and local 
business. Members of the business and economics faculty of Evansville College 
spent a whole day recently at the offices of the Hoosier Cardinal Corporation in a 
study-discussion project with officials of that company. This inaugurated a plan 
developed by Prof. Paul R. Busey of the College on the idea that a school can do 
a better job of business teaching if it has the facts about local business—and that 
the best place to get those facts is from business itself. 
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Offices for a 


4 Controller’s 


i Department 


Office of Mr. Feakes, Johnson & Johnson’s 
controller, (top), and H. J. Brogley, assistant 
controller. 


Before the move at Johnson & Johnson 


A FORMER shipping area of about 50,000 square 
feet made available by the construction and occu- 
pancy of Johnson & Johnson’s new Shipping Center 
in Raritan Township, now houses all of the Con- 
troller’s Department personnel at this internationally 
known company’s main plant in New Brunswick, N. J. 

The department formerly occupied space on the 
second, third, and fourth floors of an adjoining build- 
ing. The move to the new area has relieved a single 
: elevator of its abnormally heavy employee traffic and 
. brings more than 200 employees of the Controller’s 

3 Department into a properly integrated force for the 
more efficient accomplishment of its tasks. 

The new area, with its gray-green walls, light rub- 
ber tile floors, and more than two miles of Slimline 
fluorescent lights (providing well over 100-foot can- 
dles) , offers a striking contrast with the multi-pillared 
rooms and brown linoleum-covered floors of the for- 
mer general work area, where many windows were 
obscured from the general areas by private offices 
along the borders of the large work areas. There are 
no inside work areas in the new office, as private of- 
fices have been confined to the corners of the build- 
ing, and all employees in general work areas at all 
times have a clear view of the windows on three sides 
of the general work areas. 

The department executives were formerly housed 
in the traditional wood and glass partitioned offices. 


(To page 54) 
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Above: A view of the brightly lighted general work area 


Below: Johnson & Johnson employees enjoy this recreation lounge 
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Technical men of the Clary Multiplier Co. and Northrup Aircraft, Ine., 
watch a demonstration of Maddida. 


From adding machine to moon 


WHAT'S THE relation between the familiar ma- 
chines of today’s office and the awesome electronic 
devices which were the science-fiction magazine 
dreams of yesterday and are today helping man to 
speed up his mathematical computation by months 
and years? 

In the case of ““Maddida” (Magnetic Drum Digital 
Differential Analyzer), the relation is a very close 
ene, for this amazing new machine recently unveiled 
in Los Angeles as the first of many similar machines 
to be manufactured commercially, was developed by 
Northrup Aircraft, Inc., with the cooperation of Clary 
Multiplier Corporation, manufacturer of adding ma- 
chines and cash registers. 

Here are only a few of the fantastic things which 
the Maddida can do: 

Work out a design for an airplane better and 
quicker than can be done in a wind tunnel. 

Add up 100,000 figures in one second. 

Operate a factory production line. 

Navigate a rocket ship to the moon. 
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Solve in minutes or hours problems so complex 
that months or even years would be required to work 
them out on standard desk calculating equipment. 

Maddida’s understanding and intelligence can be 
compared with a human brain in many respects, ac- 
cording to Robert E. Boyden, Clary’s chief engineer. 
{t has the uncanny ability to make decisions, evaluate 
information, use judgment, read gauges, and experi- 
ment with various sets of facts which are fed into it 
in the form of mathematical equations. 

The machine can store away approximately 10,000 
digits, yet find and use any one of them in a fraction 
of a second. It can perform automatically many vital 
operations in running a factory—for example, a chem- 
ical processing plant—by picking up information 
from instruments and gauges and using the informa- 
tion to operate machinery. 

Facts, circumstances, and questions can be fed into 
the machine in the form of mathematical codes, and 
the machine will analyze them and arrive at logical 
conclusions. (To page 56) 
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New offices are essential 


SCENES like that pictured below, the traditional flag- 


raising signifying completion of steel work on Lever 
House, 21-story New York office headquarters for 
Lever Brothers Company to be finished late this fall, 
will be much rarer in 1952 than they are in 1951, as 
the effects of government restrictions on new construc- 
tion and shortages of needed materials really begin to 
be felt. 


At their convention last month in Chicago, the 
American Institute of Architects sought to have some 
light thrown on the immediate future of non-defense 
building by asking the government to make a definite 
statement now on the amount of such building which 
can be counted on for the next year. 


Strengthening of the country’s military position in 
the world is of course the paramount job ahead of us 
currently, but the appeal of the architects serves as a 
timely reminder that this cannot safely be done at the 
expense of our civilian economy, on the soundness of 
which the strength of our position internationally is 
based. The degree of limitation on new building must 


be worked out carefully, with the legitimate demands 
of civilian use clearly in mind. 

Office people must emphasize more strongly than 
ever that the country’s requirements for new offices 
cannot be ignored in the laying down of rules as to 
what may or may not be built, or in the provision 
made for an adequate supply of the materials needed 
to build them. With government itself unable to 
escape a tremendous expansion of its office services at 
this time, it should look with a more lenient eye on 
the desire of the rest of the country’s offices to keep 
their facilities up to the normal and special require- 
ments of the day. 

During the July 1, 1950-June 30, 1951 period to be 
covered by this year’s “Office of the Year’ Awards, 
large numbers of new offices will have been completed 
throughout the country, all of them in the interest of 
increased office efficiency. Too sharp a limitation on 
new office construction can do serious damage to the 
American office at the very time it is being called upon 
to bear an increasingly heavy burden in controlling 
and guiding the nation’s economic productivity. 


“Topping off” steel work for Lever House, new New York office structure 


International News Photos 
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S. Sloan Colt, President, Bankers Trust 
Company, inspects one of the “mark sensed” 
punched card checks being used for the 
payment of the bank’s regular quarterly 
dividend. 


VI. Mark SENsING 20TH CEeNTuRY B.C. or A.D. 
LEAST UNDERSTOOD but perhaps greatest in 
potentiality, mark sensing offers a new tool to the 
executive who has developed a mature punched card 
organization. 

What is mark sensing? As we know it today, it is 
the manual placing on a card of a conductive line of 
graphite through which an electrical circuit can be 
completed to punch a corresponding hole. The ma- 
chine used is the mark sensing reproducer, which can 
pick up 27 columns of marking from a card at the 
rate of 100 cards per minute. Figure 5 shows the sim- 
plicity of marking. 

In discussing mark sensing as an operation we 
frequently hear the statement, “key punching can do 
anything that mark sensing can do.” The truth of 
this is not to be denied but it falls short. To finish 
the comparison which at first blush seems completely 
damning, we should add, “but mark sensing cannot 
do everything that key punching can do.” 

You will ask, if that is the case, why we waste time 
discussing the use of a pencil or pen in this enlight- 
ened machine age. Are we going back to the days of 
the quill pen and high stool, green eye shade and 
detachable cuffs? Are we going to put pencils and 
pens back in the hands of our office staff and claim 
that this is progress? What about that centralized key 
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PUNCHED 
CARD 
SYSTEMS 


in the 


MODERN OFFICE 


By W. P. LIVINGSTON 


Assistant Vice President 
Bankers Trust Company, New York 


Last of three articles 


punching and verifying division which is a bee hive 
of activity literally buzzing with efficiency? 

The impact of these questions can stir up enough 
dust to obscure our subject completely. 

Mark sensing is not a competitor of key punching; 
it is a clerical operation which eliminates key punch- 
ing. When obtained as a by-product of a necessary 
clerical step it provides a low cost and accurate way 
of originating punched cards. 

As a clerical by-product it can take place in the 
initial steps of a document, possibly at a verifying 
stage, and the marks can be placed on the card by 
the checking clerk, who is probably an employee of 
higher job level than a key punch operator. This, 
naturally, will provide extremely high accuracy with- 
out serious counter effects since the time taken to 
mark sense appropriate columns will not delay the 
performance of a clerical operation to any great 
extent. 

It is important to realize however that mark sensing 
is essentially numerical and furthermore should not 
be used to cover too many columns. Alphabetical 
mark sensing is feasible only to a limited extent since 
by its nature double marks are necessary in each 
column. 

The advantages which this new tool has are numer- 
ous. 


1. It is flexible—Not being dependent upon 
availability of key punches, a group of any 
size in any location can prepare cards for 
automatic processing. 

2. It is easily taught—New and relatively un- 
trained people learn to do it quickly and 
accurately. 

3. It does not require memorized coding—A 
mark can go below or even through a descrip- 
tive word. Geographical analyses, for in- 
stance, can be obtained from cards on which 
mark sensing boxes contain the names of coun- 
tries, states and cities as a part of the design. 
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4. It does not require spacing or zero marking— 
The figure 1000.00, for instance, requires one 
mark for the 1. 

5. It is accurate—It is one of the most accurate 
systems of recording numeric information in 
use today. 

6. It appeals to high level personnel—-Because it 
is clerical in nature it is performed at a desk, 
making it an acceptable duty for senior veri- 
fiers or checkers. 


Mark sensing is another new approach to perform: 
ing work. It makes a person with a pencil master of 
the automatic electric accounting machines. With a 
flight into fancy, it is a peek at progress suggestive of 


Figure 5 
Cards used in mark sensing. 


the day when cards will no longer be perforated but 
will carry tremendous loads of information both 
visible and invisible to the human eye. 

To illustrate a mark sensing application in a bank 
we can choose a securities bookkeeping posting oper- 
ation such as is used in personal trust or custodian 
accounts. To make the illustration simple let us con- 
sider the posting of a security delivery of 100 shares 
against a balance card of 500 shares to product a new 
holding of 400 shares. 

The clerk removes the cards describing the security 
holding from the account file by hand and at her 
desk makes two marks on a transaction card. one 
mark to show delivery and the other a “1” in the 
hundreds field. There are no zeros marked. The 


Three short pencil marks on the middle 


card have classified this stockholder as a man living in New Jersey owning 


100 shares. 
ecards per minute. 


Holes corresponding to the marks will be punched at 100 
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Figure 6 


numerical control information, such as the account 
number and security code, will be punched into the 
transaction card automatically by interspersed gang 
punching in the same machine operation which picks 
up the pencil marks. ‘The transcript on the tabulator 
will show the transaction amount in the normal man- 
ner with zeros and the summary punched balance 
card will also contain zeros as usual. 

Dividend checks on punched cards can easily be 
mark sensed on the reverse side for share balances. 
This can be a by-product of comparing the stencilled 
stockholder’s name and address from the check to 
the ledger record. This type of mark sensing is so 
accurate that no further verification is necessary 
except to prove the total of the punched calculations 
to predetermined totals in blocks of about 500 checks. 

In large clerical jobs of temporary nature where 
high speed is a factor, mark sensing has proved to 
be the necessary link to forge a chain of work from 
the originating document to the finished product. In 
such cases mark sensing may penetrate the domain of 
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key punching without competition because key 
punches are not generally available on demand in 
the necessary quantity. 

Many institutions do not engage in large scale 
operations which might require mass mark sensing 
of cards. However mark sensing is by its nature a 
feasible link to automatic machinery and can_ be 
extremely valuable to small organizations which 
would like to use the advantages of punched card 
accounting. It enables a department to control its 
own card punching without machinery and to obtain 
the high speed accounting machine product from a 
centralized installation. ‘The machine work can be 
under a company’s Own management or in an out- 
side service bureau. In all of these applications pre- 
punched alphabetic or numeric information can be 
used to great advantage. 

In a successful mark sensing operation the design 
of the marking field on the card must be carefully 
planned. There are four elements of good mark 
sensing design: 
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Simplicity of effect—lt is important to have a 
clean functional appearance with a prominent 
marking design of the right size to easily at- 
tract the eye. The technical guides, standard 
on most punched cards, should be subordi- 
nated or eliminated. 


The upward slant—Borrowing from the check 
mark motion which is learned early in life, 


the upward slant provides an easier motion . 


than the horizontal line and breaks the 
monotony of the flat design inherent in using 
the latter style of mark. The degree of slant, 
of course, should not exceed engineering 
specifications. 


Use of alternate columns—-Since mark sens- 
ing is at its best in an operation with limited 
numerical marking, the design does not need 
to be crowded. Space can be used to advan- 
tage by skipping those marking columns adja- 
cent to the columns most frequently used. 
Such alternate columns are an aid to the mar- 
ker since they can be overmarked on either 
side without penalty. 


Two color design—Where practicable, the 


use of two colors to distinguish columns such 
as cents, hundreds or thousands, provides not 
only a more attractive design but also pro- 
motes high accuracy. The extra cost of the 
additional color is well worth while. 


Interestingly enough, there are four possible posi- 
tions for marking areas on the card depending on 
whether the mark is to be on the face or reverse and 
whether the card is to enter the mark sensing repro- 
ducing machine head first or feet first. 


Great care should be taken in designing to see that 
proper marking position is used to accomplish the 
purpose intended. Even experts become confused 
with the four areas. They are illustrated in Figure 6. 


Mark sensing will continue to grow by leaps and 
bounds where it is properly applied and fail where 
it is assigned the wrong job to do. The best way to 
become familiar with it is to take up a pencil and 
mark a few cards. The chances are good that your 
first marks will be perfect and when you consider that 
with such simple motions you might be drawing a 
check, creating a statement of amount due or apply- 
ing a valuation of securities, it is not difficult to be- 
lieve that this is truly a new way of communication. 


This concludes a three-part series on punched card systems which began in the April 
issue. Reprints of the series in booklet form will be available soon. 


Section of clerical staff in tabulating department of Bankers Trust Company. 
These girls prepare work for rapid-fire machine operations. 
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Intense interest marked all sessions. 


NOMA members weigh office 


GEARED to the theme of “Efficient Office Operations 
for Maximum Defense Effort,” the 32nd annual In- 


ternational Conference of the National Office Man- 
agement Association, held at the Hotel Commodore 
in New York May goth through the 2grd, turned the 
spotlight on the rules and tools for efficient manage- 
ment in a period of economic mobilization. A vital 
part of this meeting was the “All-Purpose Business 
Show,” held at the 71st Regiment Armory, at which 
the products of many manufacturers in the office ma- 
chine and supply field were shown to an attendance 
that ran close to 45,000. Eleven hundred NOMA 
people and their families attended the conference. 


Dr. Robert P. Brecht, chairman of the Department 
cf Geography and Industry of the University of Penn- 
sylvania, was elected president of NOMA, succeeding 
W. Miller Bennett, Inland Container Corp., Indian- 
apolis, Ind. 

Assisting Dr. Brecht in the administration of the 
association for the trying year ahead will be J. B. 
Andrews, Carnation Co., Seattle, Wash., elected 1st 
vice-president. Mr. Andrews heads a list of vice-presi- 
cents which includes K. W. Moore, Chicago Title 


Dr. Robert P. Brecht, NOMA’s new president 
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NOMA’s new officers—Dr. Brecht (seated center) surrounded by his cabinet. From left, standing: 
A. G. De Vaughn, F. L. Haskell, F. G. Macllroy, and W. Miller Bennett, retiring president. At left, 


seated, J. B. Andrews; at right: K. W. Moore. 


problems in big annual meeting 


& Trust Co., Chicago; A. G. DeVaughn, Retail Credit 
Co., Atlanta, Ga.; F. G. MacIlroy, Commercial Con- 


trols Corp., San Francisco, Calif.; and Francis L. 


Haskell, Wallace Barnes Div., Associated Spring Corp., 
Bristol, Conn. Messrs. Macllroy and Haskell were 
elected at the conference. Messrs. Moore and De- 
Vaughn are carry-overs from last year. 

Area directors from the odd-numbered areas were 
elected at this conference for two-year terms. They 
are Arthur B. Porter, Hood Rubber Co., Watertown, 
Mass., Area 1; J. H. Barnes, Standard Hosiery Mills, 
Greensboro, N. C., Area 3; J. C. Hodges, Canadian 
National Railways, Montreal, Que., Area 5; B. B. 
Klopfer, Standard Register Co., Dayton, Ohio, Area 7; 
Kermit A. Crawley, Stephens College, Columbia, Mo., 
Area g; W. B. Strohm, International Business Ma- 
chines Corp., San Jose, Calif., Area 11, and B. W. 
Leonardson, Hardware Mutuals, Newark, N. J., 
Area 13. 

Upon accepting his new association responsibilities, 
Dr. Brecht said: “We are pledged to a higher order 
of management. At a time when basic values are 
disturbed and distorted, we need desperately capable 
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men and women who can approach the economic 
experience with the wisdom of sound perspective, who 
can give to the job and to those whom they direct 
that combination of spiritual, economic, and social 
values particularly essential in a business civilization 
in which gross materialism can easily overwhelm us.” 

Karl E. Mundt, Senator from South Dakota, was 
keynote speaker. He said that effective conservation 
of human resources was tied to the preservation of the 
environment in which people can live productively 
and effectively. 

Dwight DW Davis, management consultant of In- 
dependence, Mo., speaking on “Human Relations in 
the Office,” said that the personal characteristics of 
cach member of the office must be known to its office 
manager; that his mission is to “harness the divergen- 
cies of individual expression and correct them for the 
achievement of the company’s goal.” 

Dr. Lillian M. Gilbreth, Gilbreth, Inc., Montclair, 
N. J., assigned the topic, “Women in the Office,” 
chose to leave this topic early in her address, and 
gave freely of her views on management problems to- 
day. However, she indicated that women are per- 
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haps less the victims of prejudice in business than is 
supposed. 

Dr. Alfred J. Cardall, Cardall Associates, Philadel- 
phia, management consultant, speaking on “Building 
Incentives Through Proper Job Description, Evalua- 
tion, and Performance Ratings,” pointed out that 
more work would be needed from fewer people, and 
that the basic principles of payroll effectiveness could 
be summed up as “the right man on the right job 
with the right supervisor and under the right incen- 
tive.” 


Senator Mundt on the rostrum 
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Scenes of activity such as this 
were the rule rather than the 
exception at the “All-purpose 
Business Show,” but Show 
layout proved equal to the 
oceasion. 


Allan H. Mogensen, a leading exponent of work 
simplification techniques, said that the “tell them” 
technique of industrial engineering work in past years 
has not been successful, that neither management or 
labor have been sold on industrial engineering, and 
that the office manager is making the same mistake. 
Very few firms are combining systems and procedures 
work with an intelligent work simplification program, 
he said. 

Dr. G. Rowland Collins, New York. University 
School of Business, New York, urged his listeners to 
“have done with any notion that systematic training 
programs are needed only for the new and junior 
personnel.” He said that the office manager can best 
improve himself by directing his attention to the 
problem of self-improvement for his subordinates. 

Lee Whitson, University of Minnesota, Minne- 
apolis, spoke on “Mechanization in the Office.” In 
a concurrent session John N. Given, Los Angeles 
Metropolitan Junior College, Los Angeles, Calif., 
spoke on “Making the Office Career Attractive to 
Youth.” 

The conference provided the setting for the proper 
recognition of individual effort in the cause of good 
management. <A highlight of the annual banquet 
was the presentation of the Lefingwell Medal to Ken 
i. Willett, Hardware Mutuals, Stevens Point, Wis., 
for his outstanding contributions to office manage- 
ment, and the NOMA Fellowship to Mrs. Mabel L. 
Criss, Mutual Benefit, Health and Accident Associa- 
tion, Omaha, Neb., in recognition of her rise through 
the ranks of management to high responsibility in 
her company. 

At the Chapter Presidents’ dinner, C. O. Libbey, 
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‘Tennessee Valley Authority, and William C. Perry, 
Retail Credit Co., Atlanta, Ga., won the Schulhol 
Awards. Merit Awards were announced by H. H. 


Kase, chairman of the Merit Awards Committee. 


Ninety-eight NOMA members in thirty-four chapters 
were honored in this manner. 

An equally distinguished list of management lead- 
ers introduced the conference speakers. ‘These were 
Admiral George F. Hussey, Jr., managing director of 
the American Standards Association, New York; Eld- 


(To page 34) 
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A QUEEN IS CROWNED— Beaming NOMA leaders wit- 
ness the presentation of top prizes to Miss Dictaphone of 
1951, Amanda Judd, of Ford Motor Co.’s New York offices, 
by C. E. Woodbridge, president of Dictaphone Corp. Bot- 
tom row from left: Evelyn Wright, National Adjusters, Inc., 
New York, runner-up; Helen Young, free lance stenograph- 
er of Brooklyn, third place; Mr. Woodbridge and Miss 
Judd; and Mary A. English, Metropolitan Life Insuranec 
Co., New York, fourth place winner. Top row, from the 
left: B. W. Leonardson, W. Miller Bennett, Homer Har- 
rison, Charles B. Haverin, and H. J. Brogley. In the photo 
below, the contest is shown under way. 


DROTAPHONE 195! "8 
CONTEST JUDGES 
©, Semmayt * tome 
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(Other pictures on page 34) 


at NOMA conference - - - 
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ON OPPOSITE PAGE— 
Left strip from the top: 


School for Secretaries being addressed by Hampton H. Auld. 

Art Grundy, Remington Rand, Inc., Leta Stroben, Globe-Wernicke Co., 
and Elmer Helm, past president of OEA, Noma's New York Chapter, and 
George J. Hart, both of Shell Oil Corp., New York. 

4 and Mrs. Arnold T. Axell, Standard Oil Co. of Indiana, Denver, 

°. 
Matt Roberts, Boston Safe Deposit & Trust Co., Boston, Mass., past presi- 
dent of the Boston chapter of NOMA, and Helen Poreda, Botwinik Bros. 
of Mass., Worcester, Mass. 

Feminine members of Conference were feted at a tea on Sunday. Shown 
here are Mrs. H. A. Smith, Richmond, Va., Mrs. Ray Leach, York, Pa., and 
Mrs. H. |. Seeley, Raleigh, N. C. 

At the Ladies’ Tea on Sunday, Mrs. Robert Brecht, Philadelphia, Pa., 
Leta Stroben, Globe-Wernicke Co., committee chairman for this event, Mrs. 
. W. Morris, Philadelphia, and Elise M, Hamilton, Hamilton Employment 
Service, Hamilton, Ontario, Can. 

The Westminster Choir which entertained on Sunday night. 


Right strip: 

Audience pictured at the concert. 

Horace Brogley, Johnson & Johnson, New Brunswick, N J., opens the 
conference. 

Charles B. Haverin, Metropolitan Life Insurance Co. of New York, past 
president of the Office Executives Association of New York, makes the 
chapter's welcoming address. 

Senator Mundt of South Dakota, the keynote speaker. 

W. Miller Bennett, Inland Container Corp., Indianapolis, Ind., officiates 
at the business meeting. 

Mr. Bennett presents gavel to Dr. Brecht. 


THIS PAGE— 
Above: 


Elmer G. Rahe, Globe-Wernicke Co., testing the product. 

Myron G. Stolp, Alec Wieder, and P. S. Hyde, all of the A. B. Dick 
Mimeograph Machine Co., and Jack Clark, of Meeker Mimeograph Co., 
Newark, N. J. 

James Wilson, Jr., assistant secretary, Mutual Life Insurance Co. of 
New York, and J. P. Collins, the company's assistant purchasing agent, 
at the combined display of Stow & Davis Furniture Co. and Metal Office 
Furniture Co. by Macey-Fowler of New York. 


Right strip: 

Dr. Brecht accepts the NOMA Presidency. 

Moe Turman, Metwood Office Equipment Co., past president of the 
National Office Furniture Association, and Robert B. Hayward, vice-presi- 
dent of Macey-Fowler, Inc. 

A. H. Gager, NOMA Philadelphia, and Richard ‘Neumaie>, management 
consultant of Philadelphia. 

Gilbert Bosse, Imperial Desk Co., past president of the Wood Office 
Furniture Institute, Ray Leach York Corp., York, Pa., National Conference 
and Expositions Committeeman for NOMA, and John J. Reinecke, execu- 
tive secretary of the Wood Office Furniture Institute. 

Discussing a product at the show. 

R. J. Nunn and G. R Williamson, both of Auto Specialties Mfg. Co., 
Windsor, Ontario, Can. 

Much interest was displayed in the Xerography demonstration at Haloid 
Co.'s booth. Haloid's Tom Liston is at extreme left. 
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NOMA Conference 

(From page 31) 
ridge Haynes, president of the National Management 
Council, New York; Walter Mitchell, Jr., managing 
director, Controllers Institute of America, New York; 
Joseph G. Nagro, General Foods Corp., New York, 
president of the Systems & Procedures Association of 
America; D. Lawrence Kennedy, City Hydro-Electric 
System, Winnipeg, Canada, vice-president of the Win- 
nipeg chapter of NOMA; J. A. Coote, Canadian Man- 
agement Council, Montreal, Canada, and Dillard E. 
Bird, president of the Society for Advancement of 
Management. 
Horace J. Brogley, Johnson & Johnson, New Bruns- 
wick, N. J., chairman of the National Conferences 
and Expositions Committee for NOMA, chairman of 
the general session on the conferences opening day, 
introduced Senator Mundt. 

A unique feature of this meeting was a play written 
by Bruce Studebaker, National Bank of Detroit, De- 
troit, Mich. Titled “A Look in the Mirror,” the play 
had a cast composed of the advisory council of the 
Detroit chapter of NOMA, and was effective in bring- 
ing out the daily problems of the office manager. 

On the exposition side, “Office Modernization ‘To- 
day’ was the theme of the Wood Office Furniture 
Institute, the largest exhibitor at the show. In an 
exhibit which occupied approximately ten per cent 
of the total floor space, the Institute presented the 
latest in member companies’ lines of office furniture. 

A feature of the exhibit was a display of better seat- 
ing and posture for office workers. Several new, light- 
colored wood finishes were shown for the first time, 
with settings designed to offer wider use of color in 
offices. 

John J. Reinecke, the Institute’s executive secre- 
tary, and Howard Gatewood, trade relations director, 
directed the exhibit. 

The Office Executives Association of New York, 
NOMA’s local chapter, provided a long list of men 
and women directed by Dr. Coleman L. Maze of 
New York University to staff the many committees 
essential to the smooth operation of the Conference. 

Attendance at both the conference sessions and the 
office machine exposition was consistently high each 
day. NOMA conferences are known for their efficient 
organization, and it was considered by veteran mem- 
bers of the association that this conference ranked 
with the best. They all agreed that the NOMA head- 
quarters staff working under the direction of William 
H. Evans, executive vice-president of the association, 
was again deserving of high praise for its efforts. 
PICTURE CAPTIONS—from the top 


Charles F. Bove, Davison Chemical Co., Baltimore, Md., and Daniel 
Topousis, Office Management & Equipment circulation man. 

Edsko Hekman, Hekman Industries, and R. A. Berger, Stow & Davis 
Furniture Co. 

Norman A. Gerth, and Gilbert Bosse, both of Imperial Desk Co.; A. F. 
Krieg, Jasper Seating Co., president of the Wood Office Furniture Institute. 

Lawson E. Whitesides, Proctor & Gambie, Inc., Cincinnati, Ohio, exam- 
ining the Rockwell-Barnes line of modular furniture. 

Standard Register Co.'s Charles Olwell, M. F. Heyer, W. S. Caldara, E. 
Gavrich, B. Krass, and Robert McCourt. ; 

James Boling, High Point Bending & Chair Co., John Reinecke, executive 
secretary. of the Wood Office Furniture Institute, Al Russell, Indiana Desk 
Co., Howard Gatewood, Wood Office Furniture Institute. Seated are Horace 
Stetson and J. Seiberlich, both of Indiana Desk Co. i 

Frank Gregor, Ditto, Inc., R. B. Pimley, Penn Brass & Copper Co., Erie 
Pa., and (seated) William Fuller, Ditto, Inc. , 

A. J. McCrickard, Dictaphone, Inc., manager of that company’s secre- 
tarial contest at the show. At left is his assistant. 
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new things in the 


reews 


OFFICE REFRIGERATOR 

a new unit called the General Executive, is a product 
of the General Air Conditioning Corp., 4542 East 
Dunham St., Los Angeles. Unit shown is a 4-foot 
electric model with a flame-grain mahogany finish. 
It is powered with a Tecumseh unit insulated with 
Owens-Corning Fiberglas, and carries a five-year 
guarantee. 


CURRENCY DISPENSING MACHINE 

one of several experimental models constructed by 
the Burroughs Adding Machine Co., Detroit, auto- 
matically dispenses currency in neat, rolled packages. 
The model in its present form will deliver to the cus- 
tomer any amount of currency up to $300 automatic- 
ally as the teller or clerk makes his computation on 
the figuring machine. In cashing a check in a bank, 
for example, the amount to be paid out is printed 
on the check, an accounting record is created simul- 
taneously for the bank, and the correct amount of 
currency is dispensed to the customer all in four or 
five seconds. The machine is equipped with pro- 
tective and warning devices to insure the issuance 
of correct amounts. Burroughs also has a companion 
unit, a packaging machine which will roll a stack of 
bills and wrap them in a marked wrapper, all in 
1/10 of a second. 


MODULAR OFFICE EQUIPMENT 


called Techniplan, is a new development in office 
space-saving furniture developed by the Globe- 
Wernicke Co., Cincinnati. Arrangements are built 
around desk and center runners assembled with vari- 
ous standard sectional units for letter files, map and 
drawing cabinets, and card index cases. All units 
can be interlocked, and partitions for arranging pri- 
vate or semi-private offices are furnished in wood and 
wood and glass. These can be had in three heights. 
“Exploded” view at right shows the elements which 
make up the Techniplan. 
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new things in the news 


HAND NUMBERING MACHINE 
with a ribbon inking device attachment, is available 
from Wm. A. Force & Co., Inc., 216 Nichols Ave., 
Brooklyn, N. Y. This Paragon model was developed 
to avoid having the figures contact the felt ink pads 
"generally found in hand numbering machines since 
Hectograph inks corrode the figures as well as cake 
on the pad." Another feature claimed is that with 
this machine, the figures are only in contact with 
the ribbon at the moment of making the impression. 


BOMB WINDOW CURTAIN 
one designed to help protect public buildings and 
offices against the effects of fragmentation and atomic 
bombs, is d by Strategic Products, Inc., 600 


re South Michigan Ave., Chicago. The curtain, perfected 
B by Clark J. Moody a New York executive, is made of 
a ‘= metalized fabric. It is said to also protect against 


flying glass, radioactive dust and mist, atomic rays, 
and fire. It is claimed to be most effective at dis- 
tances of from 2600 feet to eight miles away from an 
explosion. The curtain will not protect against a 
direct hit, nor is it likely to be of much help close 
to the center of a blast, the company points out. 
When not in use, the Clark curtain rolls up tightly 
against the upper part of the casement and is con- 
cealed behind draperies. Zippers on the sides of 
curtain speed its readiness. It can be dropped and 
secured in less than 45 seconds. 


OFFICE BEVERAGE BAR 

a portable, electrically-refrigerated unit offered in a 
variety of finishes, is available from Stephen Nemes, 
manufacturer, 2631 Lehmann Court, Chicago. The 
dignified piece of furniture can be had in walnut, 
mahogany, blonde, and platinum. All glassware is 
concealed inside cabinet which opens out into a 
spacious bar. The refrigerated compartment is lined 
with stainless steel. Cabinet is 26 inches deep, 42 
inches high, and 36 inches wide when closed. 


STOCK CONTROL SYSTEM 


a simplified type developed by Diebold, Inc., can- 
ton, O., will enable the shipping department to know 
just how much stock is on hand, when to re-order, 
what's on order, and what's back-ordered. Records 
Pe are punched with three keyhole slots and mounted 
es on a bar in a desk tray. When the stock balance 
gets down to a minimum the record is offset to the 
right—which signals that it's time to re-order. When 
order is placed, it is noted on the card and the 

| record is offset to the left. Card is returned to center 
when the goods have been received. All records and 
guides are held in the Cardineer desk tray, and 
cannot be spilled or scrambled. Up to 810 records 
can be housed in one of these trays, Diebold says. 
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new things in the news 


PORTABLE HUMIDIFIER 

designed for a wide range of dehumidification jobs, 
is this Humidry unit produced by the Carrier Corp., 
Syracuse, N. Y. The improved model, weighing 60 
pounds, is fitted with casters and handholds for ease 
in moving. Can be used with any standard 115 volt 
circuit, and is said to be capable of removing as much 
as 18 pints of water from the air in an average space 
every 24 hours. Unit is enclosed in a flat-topped, 
rectangular cabinet with a baked hammertone enamel 
finish. 


PLASTIC MAP STICK 

to simplify mounting of maps, tracings, drawings, and 
blueprints, is announced by the Ross-Martin Co., 
423 East 4th St., Tulsa, Okla. Sheets snap on sticks 
without tools, nails, or glue. The all-plastic map stick 
utilizes curved grippers to hold maps to sticks by 
tension. With this device, maps can be rolled and 
yo in tubes, since they are not nailed or tacked 
own. 


FLOOR CLEANING DETERGENT 

a combination cleaner-bactericide given the name 
First, is said to be the first of its kind which thor- 
oughly cleans, deodorizes, and sanitizes in a simul- 
taneous operation. With First, manufacturer says, 
cold water can be effectively used. A product of 
Piatt & Smillie Chemicals, Inc., 2322 Olive St., St. 
Louis, Mo., this antiseptic liquid detergent is said to 
be particularly suitable for use in office buildings, 
restaurants, banks, and other buildings. 


PAPER SHREDDING MACHINE 

being introduced by the Shredmaster Corp., 205 Wil- 
loughby Ave., Brooklyn, N. Y., offers a solution to 
the problems of waste paper disposal in offices, 
industrial plants, warehouses and_ institutions. The 
machine simply reduces to unreadable shreds any 
paper fed into it. Model shown is the Senior table 
type in the 2000 series. It will take a feed of about 
120 feet per minute, has a capacity of 400 pounds 
per hour (newsprint), and has a cutting width of 14 
inches. Operation is simple; action is noiseless. This 
model weighs approximately 300 pounds. 
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PIANO ROLL PAPER PLAYS DIFFERENT TUNE 
A strip of paper whose predecessor was the player 
piano roll is now used by adding machine manufac- 
turers to test whether their product is 100% accu- 
rate. Pictured is the heart of the testing apparatus. 
made by the American Automatic Typewriter Co. of 
Chicago. Operated pneumatically like the piano 
rolls the firm used to make, the equipment auto- 
matically runs the adding machine. Perforations in 
the paper, corresponding to a column of figures, allow 
air to rush into a hollow tube as the paper passes 
over it. This, in turn, sets in motion a set of meta! 
fingers connected to the keys on the adding machine. 
The correct answer is already known, and if the 
machine's total is right, the product is then ready to 
be sold. If not, it goes back for examination. Pic- 
tured is an employee testing a machine in the Victor 
Adding Machine Co. plant, Chicago. 


FOLD-A-WAY OFFICE BAR 

given the name Genial Host, is from Tri-Boro Enter- 
prises, inc., 102-15 44th Ave., Corona, N. Y. Its 
features include a serving counter space of more than 
five feet. When folded away it takes up less than 
2/2 feet. Finished in mahogany, walnut, or blonde 
mahogany veneers, the bar is constructed of hard- 
wood frames and is mounted on casters for port- 
ability. Counter is of plastic; footrails of aluminum. 
Overall size when open: 58!/, inches long; 18!/, 
inches wide, 42 inches high. Comes complete with 
glasses, cocktail shaker, and ice tub. 


SUPPLY CABINET 

with a removable auxiliary bottle tray, is designated 
as model I1-MSC by the manufacturer, Mim-E-O 
Stencil Files Co., 2819 Belmont Ave., Chicago. Fin- 
ished in grey hammerloid, the cabinet provides stor- 
age space for chemicals, master sheets, and other 
offset supplies. Height of cabinet with bottle tray 
is 33% inches. This tray provides space for gumming 
and wetting of plates. Jack-knife type of shelf on 
left side measures || x 13 inches. Cabinet is 18 
inches deep; 28 inches in width. 


“BUMPER" WASTE BASKET 

eer made of heavy gauge steel, is new from the Mayfair 

a Co., 315 North Desplaines St., Chicago. Model No. 

i 1500 shown, comes in green, grey, and walnut, 

measures 12!/5 x 12'/4 x 143%, den and is priced 

at $2.60. Features include rounded corners with rolled 
edges; rubber feet; built-in rubber-bumpered corners, ’ 
smart enamel finish. 
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new things in the news 


IMPORTED FOLDING CHAIR 
is again available from the Adirondack Chair Co., 
1140 Broadway, New York. Constructed from fine 
hardwoods, highly polished, the chair will fold flat, 
is “non-tipping,” easy to carry, and simple to stack 
and store. Chair is said to be scientifically designed 
to withstand everyday use and abuse. 


STORAGE CABINET 


made of Duron, a pressed wood which is glued to a 
hard wood frame, is available from the Great Lakes 
Cabinet Co., 1912 West Maypole Ave., Chicago, 
retail pric d at $63.75. Said to be identical in ap- 
pearance to steel, the cabinet has flushed doors and 
sides; 4 shelves; a cylinder lock, and modern door 
pulls. It is sprayed in a choice of green or grey. 
Model shown is 36 inches wide; 18 inches deep, and 
78 inches high. A wardrobe type cabinet is also 
available from the company. 


DUPLICATING INK 

that can actually be squeezed out of the bottle is 
new from Ink Specialties Co., Inc., 523 North Hal- 
sted St., Chicago. This new Canode product features 
an 8-ounce plastic bottle which cannot be broken 
or dented. The Dri-Rite black ink has many features 
claimed for it, among them: produces extra black 
copies; does not destroy stencils; will not clog in 
the pad or harden in the cylinder; is climate-proof. 
The transl t sq it bottle is available with 
four Canode products: Rapid Dry red, blue, and 
green, and the Dri-Rite black. 


FILM DEVELOPING TANK 

for microfilm or movie film, provides a simple and 
speedy means for processing long lengths of film 
where the quantity involved does not warrant ex- 
penditure of more highly productive installations. 
A product of the Micro Record Corp., 20 East 18Ist 
St., New York, this tank, motor-driven, will process 
lengths up to 100 feet without the delay involved in 
sending film to a laboratory. Tank weighs 12 pounds, 
operates on alternating current. Full details available 
from company direct. 
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new things in the news 


LIQUID HAND CLEANER 
ok ’ bearing the simple name of O. K., is a new specialty 
product from the F. S$. Webster Co., Cambridge, 
Mass., one which they feel will be a boon to all 
secretaries. The cleaner is said to be non-greasy and 
made from the finest beauty care ingredients. It will 
remove from hands the following inks: ball-point pen; 
spirit and hektograph; mimeograph, and typewriter 
ribbon. Simple to use, O. K. Hand Cleaner is 
mildly scented. 


CLEANER 
Romans f ate 


RECORD-OFFSET TYPEWRITER RIBBON 


made with a non-grease base, and one which can be 
used in preparing offset plates as well as for ordi- 
nary typing, is announced by Replica Products Corp., 
154 Nassau St., New York. Due to the absence of 
grease, maker says, the tendency for the type faces 
to clog is reduced to a i with this ribbon. 
New ribbon will not dry out either in machine or on 
the shelf, and is guaranteed for a minimum of two 
years of shelf-life under normal stocking conditions. 
Further information from company direct. 


ROTATING RECORD HOLDER 


now being produced by Air Center, Inc., Youngs- 
town, O., will maintain up to 3,000 separate record 
cards in a 2!/2-foot area of desk space. The ail- 
metal unit, trade-named Flex-i-file, consists of a rotat- 
ing base housing three separate, removable sections. 
Records are permanently held, loose-leaf style, with- 
in these sections which are provided with handles 


for mobility. 


UNBREAKABLE BOTTLE 

made of Plaxpak polyethylene, is used as the fluid 
container on duplicating machines made by Rex-O- 
Graph, Inc., 7840 West Hicks St., Milwaukee, says 
the bottle manufacturer, Plax Corp., Hartford, Conn. 
The bottle cannot be chipped or cracked and thus 
insures against duplicating fluid leaking or flowing 
unevenly. The bottle does not break even if dropped 
on the floor, it is claimed. Rex-O-Graph company 
uses a I6-ounce Boston round-type bottle which is 
semi-transparent and shows the fluid level. 
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new things in the news 


June, 1951 


PAPER JOGGER 
recently added to their line is currently being intro- 
duced by the Magic Circle Mfg. Corp., 6136 East 
Admiral Pl., Tulsa, Okla. Model A-10, shown, has a 
deck size of 15 x 20 inches, is rheostat-power-con- 
trolled, and has a convenient foot switch. The com- 
pany manufactures a wide variety of paper joggers. 


TABLE MODEL MIMEOGRAPH 

with a built-in electric drive is new from A. B. Dick 
Co., 5700 West Touhy, Chicago. The high-speed 
machine has a feed table capacity of 500 sheets of 
substance 20 paper, and is almost entirely automatic 
in operation. Variable speeds in ranges from 60 to 
110 and from !10 to 180 copies per minute can be at- 
tained, maker states. Manufacturer recommends his 
new quick-drying inks for use of this model, inks which 
are said to dry almost immediately upon contact with 
the paper. 


OFFICE TABLE 


“which combines the strength of plywood and steel 
with the convenience of a new folding leg," has been 
announced by All-Luminum Products, 43 North Third 
St., Philadelphia. Constructed of 5-ply, 34-inch ply- 
wood, the Atlas-line table will “easily support a load 
of 1500 pounds." Legs are of I-inch, 16-gauge steel 
tubing with an enamel finish, When opened, legs 
automatically lock into position. All standard tables 
are 30 inches high. A variety of tables in rectangu- 
lar and round shapes are available, with matching 
benches as well. 


ACCOUNTING PEGBOARD 

a lightweight, portable, hand-operated type, is an- 
nounced by the C. E. Sheppard Co., 44-01 2Ist St., 
Long Island City, N. Y. It is trade-named the Multi- 
Rite. With it, one writing gives three or more com- 
plete records. For accounts receivable, the journal 
and customer ledger sheet and statement are made 
out simultaneously. For payroll recording, the journal, 
individual earnings record and pay statement or 
check are completed in one operation. Multi-Rite 
is also adaptable for accounts payable, cost analysis 
recording, and others. Boards come in two sizes for 
medium and large applications. 
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un the news 


LUMITE FABRIC 

was selected as the upholstery fabric for the furniture 
in this new conference room of the Ray Whyte Chev- 
rolet Co. in Grosse Point, Mich. The woven saran fab- 
ric, a product of the Lumite division of Chicopee Mfg. 
Corp., was selected for the Whyte company by 
Deigh-Navin, Inc., decorators, because "it combines 
the advantages of durability, smart styling, and ease 
of cleaning.” 


COLORFUL ENAMEL FINISHES 


on metal furniture produced by the Royal Metal Mfg. 
Co., 175 North Michigan Ave., Chicago, are the 
“latest innovation for modern interiors." Developed 
to supplant the chrome plating which has “gone to 
war," the enamel finishes are offered in a wide variety 
of colors. Two of the new metal chairs finished in 
enamel are admired in the photo by models Dolores 
Booth and Claudia Laymon. Royal says its complete 
line will be available in these new finishes, the use 


of chrome plating virtually being stopped entirely. 


ARCHITECT'S SKETCH 
of the new paper storage building now under con- 
struction at the Port Edwards, Wis. mill of Nekoosa- 
Edwards Paper Co., is shown here. Designed to pro- 
vide almost 50,000 square feet of paper storage, the 
warehouse is a part of the company's $4,500,000 
expansion program. The new building will be one 
story and basement, and will provide improved op- 
erating conditions by providing better stock balance. 
Plans were prepared in collaboration with Don Hou- 
gen, Wisconsin Rapids, Wis. architect. 


THIS BIG PLANT 


now houses all manufacturing operations of the L. E. 
Waterman Co., thus consolidating all production on 
the company's fountain pens and pencils under one 
roof. Located at Seymour, Conn., the plant has been 
completely modernized with the installation of new 
equipment and the streamlining of existing structures. 
All operations, from engineering to final assembly, 
are now integrated. Administrative and sales head- 
quarters will remain at 344 Hudson St., New York, 
the company states. 
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Assembling electronic calculators in the IBM Poughkeepsie, N. Y. plant 


Monthly equipment round-up 


This month: current status of accounting machines 


and 


INTRICACIES basic to the manufacture of payroll 
and bookkeeping machines, the wide variations in in- 
dividual user requirements, and the constant improve- 
ments born of endless research, which naturally serves 
as a check on volume production of less complex 
n-odels, have been the factors governing this industry 
in peacetime. Now that emergency conditions pre- 
vail, the civilian purchaser might expect deliveries 
of accounting machines to be extended even more 
greatly than they had been in calmer years, but such 
doesn’t seem to be the case in all instances. Deliveries 
on some types have actually been improved, attrib- 
utable in part to increased plant efficiency. And the 
Underwood Corp. announces a new accounts receiv- 
able machine this month. 

But, though they are faced with restrictions on key 
raw materials and voluntary allocations of equipment 
for government use, manufacturers can be expected to 
do everything possible to maintain the very best de- 
liveries. 


Keen interest in the relatively new Addressograph- 
Multigraph Corp. development in the accounting machine 
field has caused them to set up a complete new production 
department, in addition to their regular manufacture of 
name and data writing and duplicating machines. 

This machine embodies conventional Addressograph 
principles of writing fixed information from the embossed 
portion of Addressograph plates, printing through a con- 
vential machine ribbon, and simultaneously senses, by 
means of a mechanical principle, and adds up to 27 digits 
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systems and intercommunicating devices 


of numeric information which has been key-punched into 
the Addressograph plate. Forty-three digits of totalling 
capacity are provided in each of three registers, and trans- 
fer of totals from one register to another, for control pur- 
poses, is made automatically. The addition and totalling 
of figure information takes place at the same production 
rate, at which alphabetic information of as many as nine 
lines are printed, of one hundred cycles per minute. Dis- 
tribution of written and added information on business 
forms is taken care of by a wide variety of automatic form 
teeding attachments. 

“Current conditions have not caused us to shorten our 
accounting Addressograph machine line,” AM _ reports. 
“Actually, two new models were added just before the end 
of last year. This is largely due to the fact that full pro- 
duction and sales were only reached within the last year, 
after a sixteen-year engineering, manufacturing and sales 
development program.” 

Five models of the Accounting Addressograph Class 
9100 are now available, the differences being largely in 
digit capacity and type of Addressograph plate used. In 
addition, the Class 9300 reproducing punch, a machine 
which automatically imprints and reproduces and/or gang 
punches IBM and Remington Rand tabulating cards, is 
also available for general purchase. 

Delivery dates on the Class 9100 have been shortened, 
rather than lengthened, due to the intensive engineering 
and manufacturing program mentioned. Ninety-day deliv- 
ery is possible with this type of equipment at the present 
time. The Class 9300 is on a schedule of twelve to eigh- 
teen months, which represents about a six months’ longer 
schedule than was in effect one year ago. 

Two types of service maintenance contracts have been in 
effect for some time to lengthen the life of Addressograph 
products. One type provides for replacement, without 
further charge to the user, of all parts, including all normal 
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Tools of the Office 


wearing components with the exception of machine rib- 
tons. A relatively recent trend is the factory training, 
without cost to the user, of user-employed service tech- 
nicians to maintain large batteries of equipment. 

“Payroll and allied applications, because of their impor- 
tance to the defense effort, are the subject of a great deal 
ot our methods and procedure study,” AM states. “Many 
mechanical improvements have been recently made to en- 
large the capacity of payroll accounting Addressograph 
machines and provide the number of totals needed under 
today’s reporting conditions. New applications are, for one, 
the automatic accounting for and issuance of U. S. Savings 
Bonds. A new procedure was developed in April for the 
automatic writing and accumulation of figures needed for 
the new Controlled Materials Plan reports to the Federal 
Government, which will allow this repetitive accounting 
work to be handled at speeds of thirty complete lines of 
listing per minute, with all necessary totals being auto- 
matically accumulated.” 


R. C. Allen Business Machines, Inc., reports that their 
complete line of bookkeeping machines are still available 
for general office work. 

“We can still make immediate delivery on all of our 
bookkeeping machines,” the company says. “We have been 
able to do this by reason of a combination of added effi- 
ciency and increased production.” 

To foster good machine maintenance practices, R. C. 
Allen briefs their customers on the care and use of the 
equipment. In addition they urge users to take out Mainte- 
nance Contracts “since we have found out that regular and 
expert care by competent factory-trained mechanics adds 
many years of life to the equipment.” 


R. C. Allen has been assiduous in working out systems 
applications for their bookkeeping machines. Four-page 
illustrated folders offer clear descriptions as to how the 
machines are fitted into such bookkeeping operations as 
the beer and beverage business, and window payment plans 
for numerous types of retail businesses. 

Burroughs Adding Machine Co. reports that its entire 
line of bookkeeping and payroll machines are available, 
with deliveries that “vary.” 

The new Burroughs Sensimatic accounting machine is 
described as being “a machine with exclusive features that 
make it the most automatic accounting machine yet con- 
structed. From the automatically-controlled mathematical 
functions to the electric synchronized carriage, the Sensi- 
miatic was designed and built as a result of many years of 
charting customer demand and needs by Burroughs en- 
gineers.” 

This present machine, according to Burroughs, has two 
crossfooters that will accumulate and print net balances 
either vertically or horizontally. Net accumulations may 
be transferred between these crossfooters, either automat- 
ically or by keyboard control, and each indicates the dis- 
position of every item listed or every total transferred by 
appropriate symbolization. 

“The machine has a _ revolutionary performance unit 
which enables an operator to work on any of four jobs 
without moving from a comfortably seated position. This 
“sensing” unit is a nerve center that directs the machine 
smoothly through four separate, and when necessary, com- 
pletely different posting operations. It directs the machine 
in every mathematical function and carriage movement and 
can modify or reverse any or all functions. 

“Each of these control units contains four posting sched- 
ules and there is no limit to the number of different control 
units that can be used. The carriage is completely auto- 


matic and cannot be moved manually. One-motion from 


7 


Above: Model 9143 accounting machine of Addressograph-Multi- 
graph Co.; Below: Foremost model bookkeeping machine by 
Remington Rand. 
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Tools of the Office 


insertion and alignment is provided. The various features 
that control form insertion and form limits are easily ad- 
justed to accommodate forms of varying widths.” 

Another claim for the Burroughs Sensimatic is that it 
provides direct transfer total proof—that “there is no other 
machine manufactured that will receive either a debit or a 
credit balance from one register and print the true net 
accumulation from the other register.” 

All mathematical functions of adding, subtracting or non- 
adding in either crossfooter, or in both crossfooters simul-- 
taneously, and transfer of net totals between crossfooters 
are automatically performed by this machine. Control of 
printing in each column is practically unlimited. Automatic 
spacing, atttomatic intermediate skip and returns, and auto- 
matic repeats are all inclusive. All automatic controls are 
paralleled and extended by keyboard controls. ... Any pos- 
sible entry made can be reversed. 


The Denominator Co. reports that all types and sizes of 
payroll Denominators for denominating cash payrolls are 
available. Present delivery runs about 60 days. 

The payroll Denominator can be used for many other 
tabulating, analysis and statistical jobs in an office where 
a breakdown by items is required,” this company says. 
“The machine can be used wherever the old-fashioned pen- 
cil and paper tally system would apply. The machine has 
the advantage of speed and giving the totals immediately 
on completion of the job.” 


The Monroe Calculating Machine Co., Inc., reports that 
their Model 209-285-191 is a typical Monroe Posting Ma- 
chine, one of many models in this class which are made for 
a wide variety of accounting and bookkeeping jobs, such as 
accounts receivable, accounts payable, payroll, stock rec- 
ord, etc. 

As illustrated, the machine is set up for accounts receiv- 
able work in which a ledger, statement, and journal are 
posted simultaneously. Like every Monroe, the machine 
can be readily adapted to other kinds of bookkeeping by 
making an easy, rapid change in its programming. It is 
equipped with a 13-inch, front insertion carriage and is also 
available with 1534 and 18-inch carriages; carriages can 
be either full journal or tape journal type. Totals and sub- 
totals, dating, carriage tabulation and opening are some 
of its automatic features. The Monroe is compact, and 
taking up little space, it can be used on a desk for the base 
measures only approximately 14 x 13 inches. 

So far the Monroe line of bookkeeping equipment has 
not yet been cut; all types and models are still being 
offered; delivery, of course, is slower than it was six 
months or a year ago; dates of delivery depend entirely 
on the type of machine required and what features are in- 
cluded, making necessary special construction. 

“Although The National Cash Register Co. will soon be 
partially in defense production, it is not anticipated that 
this will shorten our line of payroll machines and systems,” 
the company says. “The production for our defense con- 
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tract will be carried on in a building not previously used 
for production of civilian goods. For another defense item 
which this company will manufacture, a new $4,000,000 
building is being erected and will be completed before the 
end of the year. The facilities of this building will be de- 
voted entirely to defense production; hence this work will 
not interfere with our regular facilities for manufacture of 
payroll machine parts or with our assembly lines.” 

They say that at the present time all types of payroll 
machine and systems in their line are still available for 
general purchase, adding that they have had to extend 
delivery dates on all items. The reason for this is the big 
influx of business since last fall. 

“We are placing more emphasis on adequate maintenance 
service on our products through maintenance contracts,” 
NCR says. “This will help lengthen the life of the ma- 
chines.” 


Current conditions brought about by pressure of Defense 
Orders have had no appreciable affect upon production of 
the Remington Rand line of bookkeeping machines. How- 
ever, a sudden worsening or tightening of the situation 
could have some influence, this company feels. 

“At present we are making deliveries on a satisfactory 
basis, although recent order volume has lengthened deliv- 
ery time several weeks,” they say. 

“The Foremost accounting machine is still our principle 
bookkeeping machine and is available for general office 
purchase. In addition we have available the many mechan- 
ical variations of the Foremost which permits its complete 
adaptibility to all types of bookkeeping and accounting 
procedures. 

“There has been little service inconvenience to our cus- 
tomers despite some dislocations due to tightened produc- 
tion supply. However, at the present time we have not been in 
position to make it necessary to extend delivery dates gen- 
erally. But, regardless of future situations brought about 
by the defense effort we feel that our well-trained staff of 


Above: National Cash Register’s Class 2000 payroll 
machine. Below, left to right: Bookkeeping ma- 
chines by Monroe, Underwood, and R. C. Allen Cos. 
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Tools of the Office 


maintenance personnel will always be available for the 
benefit of our customers. 

“There seems to be some trend towards special emphasis 
on payroll, accounts payable, purchase and cost analysis, 
etc., largely brought about by the defense order require- 
ments of industry and government,” Remington Rand re- 
ports. 

“There has also developed an important use of our ac- 
counting machine electronically teamed with the automatic 
punch machine. This application, called the Synchro- Matic, 
is perhaps one of the more interesting new product appli- 
cations available to industry and government.” 

Information to be tabulated into various statistical and 
accounting reports is punched into card simultaneously 
with the use of the accounting machine. As the operator 
puts ledger record information into the accounting ma- 
chine, the keypunch machine is automatically recording 
the same statistical fact for later use and study. 

The Remington Rand Synchro-Matic is an automatic 
punch electrically synchronized with the Foremost account- 
ing machine and which produces punched cards as a by- 
product of invoicing or other accounting procedures. Per- 
haps one of the more important advantages of this appli- 
cation, the company points out, is the fact that the account- 
ing machine accumulates totals and automatically proves 
them. Therefore, the information recorded on the auto- 
matically-punched cards is accurate and correct and elimi- 
nates the necessity of further verification of the punched 
cards. 


A new accounting machine for posting accounts receiv- 
able with original statement and original ledger has been 
introduced by Underwood Corp. Known as the Underwood 
Sundstrand Composite Model C-AR Accounting Machine, 
it is available in either single or double keyboard models. 

The double keyboard Model C-AR is particularly de- 
signed for accounts receivable applications where original 
statements and original ledgers are required and where the 
date, folio and amount must appear on both statement and 
ledger. The single keyboard model is intended for use 
where no folio number is required or where the folio num- 
ber is printed on only one form. 

Manual operating effort has been reduced to a minimum. 
Forms are inserted in one fast simultaneous operation. 
The operator immediately enters the first old balance, then 
the folio and amount. When the motor bar is touched, 
the machine automatically prints the date, folio and amount 
on the statement, then prints the balance on the state- 
ment and in a rapid repeat operation, prints the entire 
entry in the proper columns on the ledger. Forms are 


Sensimatic accounting machine—a Burroughs product 


completely visible at all times, and the old balance may be 
read without removing forms from the machine. The 
second old balance is read and entered as the carriage is 
returning. Forms are also removed while the machine 
completes the automatic carriage return and automatically 
prints proof of posting. 

Among the outstanding features of the machine are the 
ten-key keyboard for touch operation, automatic column 
selection, flexible date keyboard ana printing of date, folio 
and amount in one operation. The front feed carriage opens 
and closes automatically, and there are automatic debit or 
credit balances, automatic register total or sub-total and 
automatic adjustment of register total. The machine per- 
mits fast balance transfer at month end or during posting 
run and open item statements may be prepared at any 
time. There is automatic proof on every posting. 

The machine is designed for use by all types of business 
organizations and is available at Underwod Corp. offices 
and sales agencies. 


Payroll systems demand increasing 


ONE-WRITING Payroll Systems, according to a large 
manufacturer in the general systems and office furni- 
ture fields, had their birth during the last war when 
mechanical payroll equipment was hard to come by. 
The simple board and its accompanying forms stayed 
on to satisfy the payroll needs of small businesses and 
confidential payrolls of large organizations. 

Now, with deliveries on some types of machine 
payroll equipment dropping below the horizon, this 
company and others in the same field report increas- 
ing demand for the one-writing system. At the same 
time, these companies are fitting the technique to 
other systems—hospital admissions, and the like. 


Shaw-Walker, Inc., reports that it has broadened its line 
of payroll equipment and systems. The claim for the 
Shaw-Walker Plan is that it effects a saving of up to 66% 
in manpower. 
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“The most widely used payroll system available in our 
line is the Shaw-Walker Kopi-Spot Plan which funnels up 
to thirteen records into a single record and posting opera- 
tion,” the company says. 

Because of increased demand for Shaw-Walker’s Simpli- 
fied Payroll Plan, delivery dates have been increased by 
about thirty days. 

To lengthen the life of the board and to increase the ef- 
fectiveness of the Payroll Plan, Shaw-Walker men are 
training personnel of users. 


There has been no decrease in the line of Todd Form- 
Master payroll posting boards, and none is contemplated. 
Two Form-Master models, differing only in size, are avail- 
able for general office purchase. In some cases, delivery 
dates on specially-designed payroll checks and allied forms 
which are part of the Form-Master System have been ex- 
tended by 30 to 60 days. In other cases, where stock forms 
are used, normal delivery still prevails. 

“In their original design and in subsequent improve- 
ments, the Todd Form-Masters were engineered to avoid 
the use of strategic military materials, as well as for dur- 
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Tools of the Office 


ability, simplicity and compactness—all adding up to long, 
trouble-free life,’ Todd says. 

Because of its flexibility in handling multiple posting 
operations, the Form-Master is being used increasingly for 


PICTURED — Ad forums collated on Posting Board 


Above: Shaw-Walker’s Kopi-Spot payroll system, At 
right is the ledger posting model of the McBee Co.’s 
collating writing board. 


applications other than payroll. It is now being used by 
some customers for handling of accounts receivable, for 
instance, and in several other cases, it is being used for 
three different operations—payroll, accounts receivable, and 
accounts payable. 


The intercom situation 


CONTINUED emphasis on defense order fulfillment 
as well as the critical condition of the copper market 
are causing some of the office intercommunicating 
systems to be somewhat harder for the civilian user 
to come by. Naturally, the simpler the installation, 
the quicker will be delivery, as some manufacturers 
report extended delivery dates and indicate that they 
anticipate more pronounced raw materials shortages 
in the future. Manufacturers point out that mainte- 
nance of intercommunication equipment is a minor 
problem, attributable to simplicity of design, absence 
of moving parts, and the relative permanence of the 
iastallation. 

Most manufacturers are reluctant to mention prices 
of their systems except where the cost of an actual 
installation is involved, feeling that such figures can 
often be misleading. ‘The practice pretty generally 
is to charge for a master station and all the individual 
substations. Added to this is the cost of the necessary 
cable between stations. The cable size varies with the 
complexity of individual intercom set-ups. ‘The more 
comprehensive the pattern of intercommunication be- 
tween stations in a system, the more the cable will 
cost. Occasionally the cable cost will be higher than 
the total cost of the station boxes. Installation costs 
are apt to vary greatly, too, depending on where in 
the country the installation is made. 

The David Bogen Co., Inc., report some curtailment of 
production of their line, but feel that they still have the 
ability to handle all requirements. They offer a selection 
of systems for alternating current or AC-DC current with 
varying degrees of flexibility between stations and master 
station. As of this writing, Bogen Communo-Phone sys- 
tems are available in the following models: 11D, 11X, 21D, 
21X, 200 and 600. Such systems involve 11 or 21 stations, 
including the master station. X models are AC-operated 


throughout, and provide extra power to over-ride noisy 
iocations. D models are for AC-DC current. Model 2090 
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is a two-station system, while the 600 is a six-station sys- 
tem (master station included) available in two types—one 
master and up to five remote stations, or an all-master in- 
stallation with each individual on the system capable of 
talking to all other stations. 


The Edwards Co., Inc., state that their complete line of 
telephone equipment, as well as audible and visual signal 
equipment such as push-button and annunciator or audible 
signal combinations, is still available. The Edwards phone 
systems include wall attachment models or desk-side, or 
desk-top hand sets. 

(To next page) 
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Above, left to right: units by TelAutograph and 
Webster Electric. Below, left to right: intereoms by 
Stromberg-Carlson and Taik-O Products. 
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Tools of the Office 


Executone, Inc. says that they have not been forced to 
shorten their line of intercommunication equipment, and 
that normal deliveries still hold (two weeks). Possessed of 
a nationwide distributor organization, this company claims 
that reliable service facilities are at the disposal of the user 
of this equipment. 


Kellogg Switchboard & Supply Co. advises that they have 
not shortened their line of Selecto-O-Phone intercommuni- 
cating systems, though they have frozen the line to em- 
brace three distinct systems. These are the LCL System, 
for the handling of rail freight at transfer points; the Credit 
Authorizing System for department stores; and the Standard 
Plant and Office System. Kellogg reports that increased 
plant efficiency and production methods have enabled them 
to hold deliveries to 45 to 60 days, and to maintain catalog 
prices established May Ist, 1950. 


Mark Simpson Mfg. Co., Inc., advise that “at the present 
time, we are capable of maintaining a stock on all the vari- 
ous types of intercom equipment manufactured by our 
company. For a time, we had to extend delivery dates on 
just about all our equipment but as of this writing, we 
have managed to build up a substantial stock on various 
equipment.” 

As to new trends, Simpson says that it “finds more and 
more use being made of our larger multiple station inter- 
com systems. We believe that this is definitely a result of 
increased activity in defense plants and the need for cutting 
down loss of time due to one’s walking away from his job 
to get an answer to a particular question.” 


National Intercommunicating Systems, Inc. advise that 
current emergency conditions have delayed deliveries some- 
what, but that their line of Convers-O-Call systems is still 
intact. This company offers the President, described as a 
“master combination inter-communicating and paging sys- 
tem for industrial plants and training centers.” The Pres- 
ident provides one master station on which no switch has 
to be held while the user is talking; Executive master sta- 
tions for other departments; and one or more booster am- 
plifiers and indoor or outdoor loudspeakers or horns for 
over-all paging. 

With the President, any master station can call and an- 
swer any other station, or page the entire plant. All con- 


versations are private. Stations can talk back and forth, 
criss-cross conversation, without interference—even though 
other stations not called are in use. Conferences can be 
held between several or all master stations at one time wit) 
no danger of eavesdropping by uncalled stations. 


Amplicall intercommunication systems of the Rauland 
Borg Corp. are still generally available, the company re- 
ports. There are three basic master stations in the new 
3400 Series, having six, 12 and 24 buttons, respectively, and 
offering an AC system in which a single universal master 
provides any type of intercommunication service. A fea- 
ture of Rauland-Borg’s 3400 Series is the new “talk-listen” 
ewitch with silver alloy contacts. 

“This most-used part in any intercommunication unit is 
now designed to outlast the system itself,’ the company 
claims. 

The new 3400 Series master station can be installed to 
provide any type of service consistent with changing re- 
quirements. Another new feature is a “busy” signal light. 
Handsets are available for all master stations. There are 
separate volume controls for incoming and outgoing con- 
versations. 


“Current emergency conditions are disrupting all delivery 
schedules, but we are reasonably sure of filling most orders 
on time,” says the Stromberg-Carlson Co. in answer to 
Office Management’s survey. “All types of intercommuni- 
cating equipment are still available for office use,” the com- 
pany says, adding that it has “probably the most complete 
line as far as various types of inter-communicating equip- 
ment is concerned.”” The company produces not only the 
loudspeaker type of system but also inter-communicating 
telephone systems. 

“Only those items requiring extensive cabling, specialized 
cabinets, or special engineering (due to the critical copper 
market) require the greatest extension of time for delivery.” 

Stromberg-Carlson feels that there is a definite trend in 
the direction of the use of more private inter-communicat- 
ing equipment “as businesses grow larger and are unable to 
get adequate service from local telephone companies.” 

“Intercommunication plays an important part and is 
helping to speed up the entire business operation.” 


Shortages have apparently not hindered production of 
the intercom systems manufactured by Talk-O Products, 
Inc., because they report that “systems for office installa- 
tions are available in all standard models, and immediate 
shipment from stock can be made in most cases.” Mainte- 


Above: systems of Executone; Mark Simpson, and David Bogen Cos. Below the prod- 
ucts of Edwards; Rauland-Borg, and National Intercommunicating. 


June, 1951 


1 
1 


, _: . 
," a 
| 
- 
es _ 
iene | ; 
ice | ul 
Lal P / 
wh | c 
; : / r 
By P 
a fi 
— n 
ae i 
ty 0 
; c 
uP : } t 
‘ ; | 
ee: | 
& 
5 
ate | 
% 
a 
=, a | 
ae 
. | 
a ; 
4 ii Ke —. 
E : | a 2 es aie 
7 er << — ae Pre, ote 
- oan ‘. = =, eo atey : 
BF  . z > Ces xan 
_— fan > , pi ~ aan 
aa | a eae wack ’ ‘ Ae. aii 
; 2 : : —— ory . | 
bas 5 -, - d “t { : ae if 2 1G .Y ah 5 ay 4 PRR pea ts ‘ Fa 
ve. | ae ie oe ie 3 : SR: § e 
Pee oe 4 "ahs Pe : ai: bd ° 
Ec -o ; ; : b 3 ad << : iva’ 
ae er i gow o* a 
é | ——— ji So las 
z ite | “ = ee ee ——— 
P Pa Se a, res ass 
HEM | ‘ 
a As OFFICE MANAGEMENT AND EQUIPMENT fF 
a 
As i fa ; & ae ? 


Tools of the Office 


nance and replacement parts “are not measurable factors 
in Talk-O Phone installations,” that company states, be- 
cause “a properly installed Talk-O system seldom, if ever, 
requires maintenance. Battery power source requires re- 
placement after two years and upwards, depending upon 
frequency of service demands.” 

The company says that in large offices its systems “are 
now being used for private communication among ‘work- 


ing groups’ to relieve pressure on telephone switchboards © 


occasioned by intra-office communication.” 


TelAutograph Corp. gave an emphatic “no” to the 
question: Have current emergency conditions caused you 
to shorten your line? That company has all models still 
available, and has not had to extend delivery dates. 

Through a concentrated educational program for its 
service (and sales) staffs, TelAutograph is emphasizing 
that subscribers be thoroughly familiarized with the opera- 
tion and use of its equipment. 

The company’s telescriber, an instrument which trans- 
mits handwritten messages over wire from one point to 
one or more distantly located points, is being used “more 


The following manufacturers were contacted in the 
preparation of this article: 


PAYROLL AND ACCOUNTING MACHINES AND SYSTEMS 


Addressograph-Multigraph Corp. 
1200 Babbitt Road, Cleveland, Ohio 


R. C. Allen Ine. 
678 Front Ave... Grand Rapids, Mich. 


Bates Accounting Forms Ine. 

33 West 42nd St.. New York 
Blackbourn Systems, Inc. 

230 S. Cedar Lake Drive. Minn., Minn. 
Burroughs Adding Machine Co. 

6071 Second Blvd., Detroit, Mich. 


Consolidated Business Systems, Inc. 
30 Vesey St.. New York. 


Denominator Co., Ine. 
261 Broadway. New York 
International Business Machines 


590 Madison Ave.. New York 


International Payroll Machine Co. 
Reading, Pa. 


J. M. Kaupp & Son 
4th & Vine Sts., Philadelphia, Pa. 


McBee Co. 
295 Madison Ave., New York 


—? Book Co. 


1 E. Genessee St.. Svracuse, N. Y. 

Ped Caleulating Machines Ine. 

555 Mitchell St.. Orange N. J. 
National Cash Register Co. 

Main & Kay Sts.. Dayton. Ohio 
National Record Co. 

2148 P St., N. W. Washington. D. C. 
Larry Nickelson & Co. 

10004 S. E. Foster Rd.. Portland. Ore. 
Reynolds & Reynolds Co. 

800 Germantown Ave., Dayton, Ohio 


Remington Rand, Inc. 
315 Fourth Ave., New York 


Shaw-Walker Co. 
Muskegon. Mich. 


The Todd Co., Ine. 
1150 University Ave.. Rochester. N. Y. 


Trussell Mfg. Co. 
Poughkeepsie. N. Y. 


Underwood Corp. 
1 Park Ave... New York 
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and more for better cohesion between plants and the office 
sections of plants,” TelAutograph points out. 


Another manufacturer of inter-communicating equipment 
which has not to date been hampered by shortages, is the 
Webster Electric Co. “All our lines are still available for 
general office purposes with attention, of course, upon the 
availability of raw materials. Up to the present time we 
have been able to make all of the items in the line, but 
deliveries cannot be promised within less than about ninety 
days.” Webster points out that extended delivery dates 

e “pretty general over the entire line.” 


Correcting an Omission 

Two manufacturers’ listings on page 56 in the May 
“Tools of the Office” feature on mail room equipment 
and machines should have carried the following in addi- 
tion to their listing under postage meters: 

Commercial Controls Corp., for letter openers, envelope 
sealers, letter and parcel post scales, mail room furniture, 
mail bags, mail distributors, Multipost stamp affixer, mail- 
Master. 

Pitney-Bowes, Inc., for mail scales, mailOpeners, mail 
tables, mail bag racks, and a folding machine. 


INTER OFFICE COMMUNICATIONS SYSTEMS 


The Autocall Co. 

937 Tucker Ave., Shelby, Ohio 
Automatic Electric Sales Corp. 

1033 W. Van Buren St., Chicago 
David Bogen Co., Inc. 

663 Broadway, New York 
Dictograph Products Ine. 

580 Fifth Ave., New York 
Edwards & Co., Inc. 

90 Connecticut Ave., Norwalk Conn. 


Electronic Laboratories 


24 West 24th St.. Indianapolis, Ind. 
Executone, Ine. 

415 Lexington Ave., New York 
Inter Communication Systems 

2433 Indiana Ave., Chicago 


Kellogg Switchboard & Supply Corp. 
6650 S. Cicero Ave., Chicago 
Mark Simpson Mfg. Co., Inc. 
32-28 49th St., Long Island City, N. Y. 
Modern Telephone Corp. 
509 Madison Ave., New York 


National Intercommunicating Systems, Inc. 

1531-33 West Devon Ave., Chicago 
Operadio Mfg. Co. 

103 N. 11th Ave., St. Charles, Il. 
Patrick & Wilkins Co. 

51 N. Seventh St., Philadelphia 
Albert Pratt 

1939 N. 18th St., Milwaukee, Wis. 
Radio Corp. of America 

Camden, N. J 
Rauland-Borg Corp. 

3523 West Addison St., Chicago 
William M. Smith Co. 

20 Fergusson Ave., Broomall, Pa. 
Stark Sound Engineering Corp. 

2131 Fairfield Ave., Fort Wayne, Ind. 
Stromberg-Carlson Co. 

100 Carlson Rd., Rochester, N. Y. 
Talk-A-Phone Co. 

1512 So. Pulaski Road, Chicago 
Talk-O Products Co. 

42 Allen St., Rochester, N. Y. 

TelAutograph Corp. 

16 W. 61 St., New York 
Transea Corp. 

5363 W. Pico Blvd., Los Angeles, Calif. 
Webster Electric Co. 

1900 Clark St., Racine. Wis. 
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In the research laboratories of hospitals, 
clinics, and medical schools throughout 
our country, the lights burn late... as 
scientists constantly strive to halt 
humanity’s greatest enemy—CANCER. 


As the lights continue to burn, the hope 
for a cure grows brighter... here’s why: 


Cancer Research Is Paying Off 

Through research—which you have 
helped to support by donating to the 
American Cancer Society—medical 
science now has new weapons to combat 
this disease more effectively than ever: 


_ Drugs—there is evidence that a chemical 


treatment for cancer may be perfected. 
Certain drugs will prolong the lives of 
cancer victims... other promising com- 
pounds are being tested. 


Hormones—treatment with hormones, 
such as ACTH and Cortisone, has 
brought about dramatic, although tem- 
porary, effects in some types of cancer. 
Other hormones have helped control ad- 
vanced cancer of certain organs. 


X-rays—the development of more power- 
ful machines promises to make this form 
of treatment more effective. 


50 
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Isotopes—radioactive chemicals are be- 
coming increasingly useful in treating 
certain rare forms of the disease. 


In addition, surgical technics have 
been improved so much that once hazard- 
ous operations can now be performed 
safely. And progress is being made in 
the development of tests to detect cancer 
in its earliest stages when the chances 
for cure are best. Research has made 


% 


these life-saving advances possible. But, 
as long as cancer continues to kill some 
210,000 men, women, and children in our 
country each year, we must keep the 
lights burning in the laboratories! Much 
more research needs to be done before 
cancer can be dealt the final blow! 


Your life—the life of everyone you 
know—is at stake. Give generously to 
the 1951 Cancer Crusade. 


Help Science Help You...Give To Conquer Cancer 


+e 


CANCER _ 
fo ypu thecal fost Gee, 


... your gift will reach your 


American Cancer Society Division 
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CARBON BLACK EXPORT, INC. 
500 Fifth Avenue 
New York 18, WW. Y. 
To: 


cate 


®Er REQUISITION NO. (5) 


OfaR site(s?» 
THIS 13 TO aovise THaT we wave meceiveo[—]Lerrer oF cacort (_Jawenowent ro Letter of creort C_) runos 


oO 


AS FOLLOWS, 


LETTER OF CREOIT wuMeER EXPIRATION DATE 


Bann 


THE LETTER OF CREDIT (OR AMENOMENT OR FUNDS) AND EXPORT LICENSE ARE 1m 
[[) acconpance witw sectiow 9 stow. ee ee 


THE LETTER OF CREDIT (OR AMENOMENT OF FUNDS) 18 HOT IN OROER AND REQUIRES CORRECTION AS MOTED Im SECTION & 


HEREOF. HOWEVER. SHIPMENT BILL BE WADE IN ACCORDANCE WITH sect! 
oO soumaereenane. SECTION 3 BELOW. PLEASE ARRANGE FOR NECESSARY 


THE LETTER OF CREDIT (OR AMENOMENT OR FUNDS) AND/OR EXPORT LICENSE Is/ane 
MOT Im ORDER AWO REQUIRE ecth ' 
AS MOTED IN SECTION 2 HEREOF. PLEASE MOTE THAT WO SHIPMENT Cam BE MADE UNTIL WE HAVE SEEW apve sen nat = 
MECESSARY CORRECTION(S) HAVE BEEN COMPLETED AND/OR WE HAVE SECURED APPROVAL OF EXPORT LICENSE. 
. 


0 


SECTION 2 
LETTER OF CREOIT 1S UNCONFIRMED. PLEASE HAVE SAME CONFIRMED. 
QUANTITY #8 INCORRECT. wow states SHOULD Snow 
BRano 1S ImCORRECT. wow states SHOULD SHOW 
UNIT PRICE ImconaecT. wow states SHOULD SHOW 
TOTAL PRICE tuconREcT. wow states SHOULD SHOW 


WOW STATES PARTIAL SHIPmENT BOT PERMITTED. snoy.o snow LE Peau treo. 
CRPORT LICENSE HAS BEEN APPLIED FOR BUT HAS HOT BEEN RECEIVED. 
POINT OF CEPARTURE SHOULD PERMIT “SHIPMENT FROM ANY U.S.A. PORT 


OoO0000000 


SECTION 3 
WE HAVE ADVISED OUR SUPPLIER TO MAKE PROMPT SHIPMENT OF THESE MATERIALS AWD IT 18 EXPECTED THAT THEY WILL PROCEED On 


BOARD THE 3/3 WHICH 1S EXPECTED TO Sait Ow OM ABOUT 


put, 
yme 
our 
the 
uch 2 COPY OF LETTER OF CREDIT ENCLOSED 
ore 


Very truly yours, 
CARBON BLACK EXPORT, INC. 


you 
’ to Illustration of a consolidated form letter 


Analyzing office procedures 


DRAMATIC PROOF of the value of a really thor- 
ough-going study of office methods and procedures is 
provided by the Methods Consulting Division of the 
Shaw-Walker Co. in a recent report of a typical sur- 
vey it made of the paper-work problems of Carbon 
Black Export, Inc., an association made up of a num- 
ber of domestic manufacturers of a unique product. 
This Shaw-Walker service, available to any office, 
is directed from Shaw-Walker’s New York offices in 
the Chrysler Building by Paul Purington. The fee 
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charged is figured on a per diem basis. No attempt 
is made to sell Shaw-Walker products or to design a 
system requiring their use, Mr. Purington points out. 

The purpose of Carbon Black Export, Inc., is to 
engage in unified action in behalf of all associate 
members, so as to achieve favorable freight rates and 
equalize distribution of the product throughout the 
world. In order to accomplish its purpose, it is nec- 
essary for the association to perform all of the paper- 
work which ordinarily would be within the sphere of 
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the documents designated on the las line briow. 


Rewireance is te be forwarded to: 
C0 CARBON BLACK EXPORT. Inc. 


o 


Fe accordance with the above references, we are encleand 


In some consolidated forms, block-outs on carbon copies withhold information 


the personnel of each of the associate members. The 
association must edit orders, supervise credit terms, 
process the orders for the fulfillment by many indi- 
vidual plants, issue instructions as to shipment of 
merchandise, and issue further instructions as to trans- 
shipment. It must also arrange all domestic and ex- 
port traffic details necessary to accomplish these pur- 
poses and must bill the distributor, bill the customer, 
and issue a credit to the producer. Obviously, the 
organization owes its very existence to its paper-work 
activity. 

The company-association processes orders for prod- 
ucts which are an integral part of critical war mate- 
rials. During World War II and immediately there- 
after, the vast growth of the business and the tremen- 
dous avalanche of controls imposed by the Govern- 
ment seriously aggravated the paper-work processing 
problem. Government controls were not (as they 
still are not) static but were changed from day to 
day and from week to week, adding confusion to the 
already confused situation. 

As each new governmental restriction was imposed, 
new methods and procedures were devised to conform 
with the new requirements. This resulted in an ac- 
cretion of practices based upon out-dated necessity, 
for rarely did the association relinquish a control 
where a new control had superseded it. Despite all 
of the added paper-work, there had been little basic 
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change in the way of doing business from the incep- 
tion of the organization to the date of the Shaw- 
Walker analysis. The additional activities merely 
served to emphasize that the methods and controls 
were outmoded, and caused waste, duplication, and 
confused organization. 

Putting it into dollars-and-cents terms for a single 
example, one girl working at maximum speed could 
process an average of 20 orders per day. By reason 
of the limited number of orders processed by one 
person it was necessary to occupy space on two floors 
in a high-rental area. The cost of processing the sale 
of a single unit of the commodity sold was approxi- 
mately 14 cents. 

The Shaw-Walker method of approach called for 
a complete analysis before any recommendations could 
be made. In order to determine what improvements 
could be brought about, it was first necessary to iso- 

(To page 54) 
OPPOSITE PAGE 
At top: 
A variety of instructions, originally requiring three differ- 
ent forms, are brought together on one form. 


Bottom cut—three different invoice forms combined into 
one. Additional information not provided for on the old 
forms, and previously typed in, is taken care of on the 
new form, guaranteeing uniformity of presentation. 
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late individual deficiencies in the existing organiza- 
tion. Therefore, the consultant interviewed each 
member of the entire organization, determined the 
nature of his job within the company, and the neces- 
sity of the job itself. 

All of this indicated which operations and controls 
were no longer required, and those operations and 
controls deemed to be unnecessary were eliminated. 

It was ascertained that much of the information 
passed on to both the producer of the merchandise 
and the forwarder and the distributor of the mer- 
chandise was repetitive in its nature and could there- 
fore be combined on a single multipart form, rather 
than have individual letters and single forms written 
relative to each particular activity. It was determined 
that letters of transmittal containing identical infor- 
mation, although dispatched to various individuals, 
could also be combined rather than be handled as 
individual transactions. The same held true for debits 
and credits going to the producer and to the distrib- 
utor of the merchandise and it was equally true with 
reference to other types of correspondence carried on 
throughout the organization. 

Each individual form elimination or combination 
of itself would have meant little in the picture of 
over-all operations. However, the accumulation of 
all has most definitely resulted in the elimination of 
waste, the reduction of duplication to the point where 
a further decrease would mean elimination of neces- 


sary control, and a far stronger organization—which 
naturally tends to bring about more adequate super- 
vision of operations. 

As a result of putting the recommendations into 
cffect, the same person who could previously process 
a maximum of 20 orders a day can now with no more 
effort process a minimum of 75 orders a day; the space 
previously occupied by the company has been reduced 
to approximately one-half by reason of reduction in 
personnel and unnecessary equipment (saving approx- 
imately $8,000 per year); the cost of handling each 
individual merchandise unit has been reduced from 
the previous yearly average of 14 cents to the pres- 
ent yearly average of slightly more than 7 cents. 

“Results can best be judged by the client himself, 
for he has to live with the new system,” says Mr. Pur- 
ington. “He alone has paid money to change his 
methods of operation and it is he who must listen 
not only to the comments of employees but to those 
of his principals who form the association. Therefore 
this quotation taken from a letter received by us from 
H. L. Titus, president of Carbon Black Export, 
Inc., achieves particular significance: ‘Original esti- 
mates of savings to be accomplished were most 
conservative; in fact, the savings which will accrue 
within the first year of complete operation will ap- 
proximate three times the cost of your service. In 
addition a saving in space leased will more than off- 
set all your charges.’ ” 


Offices for a Controller’s Department 
(From page 20) 


They now have modern private offices finished in rift 
cak paneling or painted to suit the taste of the occu- 
pants, and furnished in varying types of period and 
modern furnishings selected by the individuals. 

There are modernly equipped and attractive coat 
and lavatory rooms, where all fixtures and partitions 
are off the floor so that the cleaning effort required 
is reduced to a minimum and sanitation more easily 
achieved. Wash basins are without stoppers and are 
equipped with spray-type mixing heads so that just 
the right temperature of water may be obtained and 
wash bowls are always clean. 

The office is equipped with an employees’ lounge 
that is beautifully done in a modern motif. Here dur- 
ing spare hours the employees may read, play cards, 
or just rest. 

Music is furnished throughout the area from 105 
speakers located above the metal pan-type accoustical 
ceiling. 

All heavy machinery such as tabulating equipment, 
Addressograph, and duplicating equipment is housed 
in a specially constructed lower level where none of 
the noise or vibrations created by this equipment are 
transmitted to the other work area. 

In order to preserve the beauty of the office, corri- 
dor walls have a wainscoting of scuffproof plastic 
material. 

Contributing to the plan of this effective layout 
was the firm of Kenneth H. Ripnen Co., architects, 
of New York. The general contractor was John W. 
Ryan Construction Co., of New York. Air-condition- 
ing was by York Co., York, Pa., through Blocker Co., 
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of Newark, N. J.; fluorescent lighting by Marlou, 
Fanwood, N. J.; floor covering, Hood Rubbér Co., 
Watertown, Mass.; corridor wall protective material 
by Pantasote Co., New York; executive office furnish- 
ings by Stow & Davis, Grand Rapids, Mich., and 
Gunlocke Chair Co., Wayland, N. Y., supplied by 
Macey-Fowler Co., New York. 

This progressive company recently held its fourth 
“Day In Modern Industry.” The project, original 
with Johnson & Johnson, entailed the participation of 
some goo local high school seniors in a “day on the 
job.” This is not a mere plant tour, but a carefully 
worked out effort to show this group how business 
operates and what opportunities it holds for them. 
Prior planning included the matching of their in- 
terests with the available supervisory jobs within the 
company. The students were apprised of the jobs 
and then after filling out a regular company job ap- 
plication form with their choice of work, they were 
assigned, with the help of their guidance teachers, 
to jobs identifiable with their vocational interests. 

They spent the day under the guidance of their 
supervisors and performed the duties of the assigned 
offices. Students occupied the desks of members of 
the Board of Directors, division heads, secretaries, 
receptionists, foremen, and other staff members. 

The program got under way at 9:30 in the morning, 
with a welcome to the assembled students by a board 
member. They then proceed to their posts of the day. 
They lunched with their supervisor and after return- 
ing to work, reconvened in the cafeteria to hear a 
closing address by General Johnson, board chairman. 
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The Remington Rand Perma-Wood File is made 
to give top efliciency for many, many years. It is 
precision-built by the same painstaking craftsmen 
that produce the famous Library Bureau furni- 
ture. Large capacity trays of birch slide easily on 
hardwood cleat suspensions. The same exclusive 
Gray-Rite finish and outer dimensions as Reming- 
ton Rand steel units. All front surfaces (except 
drawers) are “DensiwooD’* treated for dura- 
bility. Ask your local office about Perma-Wood 
Files, or write for descriptive material LBV584. 
Address: Management Controls Reference Li- 
brary, Room 1162,315 Fourth Ave., New York 10. 

*Trade Mark 


Remington. Fran! 


THE FIRST NAME IN BUSINESS SYSTEMS 


Announcing 


the Wood Cabinet 
that’s built for 


Permanent Use 


a tabulating card Tile 


TRAYS MEET ALL TAB CARD HOUSING NEEDS 
- Rabbeted for strength 


. Attractive plastic hardware 


1 

2 

3. Steel clutch compression follower 

4. Four-square construction allows stacking 
5 


- Safe, positive drawer stop 
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Gap «Year 


It costs very little to seat a 
valuable executive in a chair 
that gives him healthful 
day-long posture support. 
Your Sturgis dealer will 
bring one to your office for 
a free trial. 


Good office seating is an invest- 
ment. Bad seating is expensive. 
Write for your Sturgis dealer’s 
mame and our stimulating booklet, 
“The High Cost of Sitting”. 


THE 
POSTURE CHAIR CO. 
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Maddida 
(From page 22) 


Sponsored by the U. S. Navy, the first model of 
Maddida will be used to figure out hydro-dynamic 
problems in connection with ship hulls, underwater 
rockets, and flying boats, at the marine towing tank 
of the Stevens Institute of Technology in New Jersey. 

Earlier machines of the Maddida type were of ware- 
house size and cost hundreds of thousands of dollars 
to build, according to G. E. Hagen, supervisor of 
Northrup’s associated products laboratory. Maddida 
is the first model small enough to be transported on 
a truck. Its price is also within the reach of a great 
many colleges and industries that can use it to find 
answers to heretofore “unsolvable” problems that 
would take hundreds or thousands of mathematicians 
years to figure out. 

A battery of twelve specially built Clary adding 
machines are a part of Maddida. The Clary machines 
take electronic pulses from the computor and trans- 
late them into decimalized numbers on tapes. 

During the recent press preview of Maddida, the 
machine in 20 minutes plotted on a chart the path 
of a space ship to the moon, taking into consideration 
the law of gravity, the drift of the planets, the spin- 
ning of the earth, the winds, and the varying rareness 
of atmospheres. 


Pencil Company Expands 

The recent completion of its modernization and expansion 
program to all its plant and office facilities, is announced 
by the National Pencil Co., Shelbyville, Tenn. A new build- 
ing has been added to the company’s present structures, all 
of which have been air-conditioned, refurnished, and dec- 
orated. The company’s New York office is at 220 Fifth Ave., 
and is headed by R. A. Weissenborn. 


Group Buys IBM-Owned Stock Interest 


The common stock interest of International Business Ma- 
chines, in Commercial Controls Corp., Rochester, N. Y., 
has recently been purchased by a management group within 
CC, it is announced. The group of purchasers is headed by 
Charles R. Ogsbury, Commercial Controls president. 


Tabulating Company Moves 

Statistical Tabulating Co., an organization which provides 
temporary clerical help for organizations on an hourly 
basis, has recently moved to enlarged quarters at 89 Broad 
St.. in New York. Announcement was made by M. R. 
Notaro, president. 


Work Simplification Conference Set 


A dual conference working on selected methods, tech- 
niques, and problems of increasing productivity and reduc- 
ing costs in the office and the factory, will be held June 
18th-29th in the Frederick Winslow Taylor Management 
Laboratory, University of Pennsylvania. 

The “refresher” conference is designed to “meet the 
needs of industrial engineers, job analysts, systems super- 
visors, methods and time study analysts, and training su- 
pervisors.” 

An imposing group of speakers including Dr. Lillian M. 
Gilbreth, Jerome Barnum, Paul B. Mulligen, and Dr. Robert 
P. Brecht, will discuss the following topics: simplifying 
practices; developing work measurements, and obtaining 
employee acceptance. 

Information regarding the conference is available from 
V. Donald Schoeller, conference director, 300 Logan Hall, 
Wharton School, University of Pennsylvania, Philadelphia. 
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TOOLS OF THE OFFICE 
SERIES FOR 1951 


f Don’t type, draw or write unnecessarily 


“ JANUARY 


k Executive chairs, office safes, and check Use your photocopy 


I. devices. 
hi 
'S 
macnine 

if FEBRUARY 
“ Typewriters, copy holders, time record- 
- ers, wardrobes and lockers. | contact photocopy machine is truly one 
; of your most versatile pieces of office equipment 
. . can be used to reproduce 
: MARCH original documents and records 

No “Tools” feature this month. of all kinds—quickly . . . and 


with 100% accuracy. 


: Perhaps, in your organi- 
. APRIL zation there are typists, 
- eee : iti clerks, and accountants 
ans, air circulators, air conditioning 
. units, and water coolers. pase eed Tepagagee- 
1 ta by han . 
1 spending hours in } 
. proofreading to catch possible 
. MAY | errors . . . doing jobs your photocopy machine can do better, faster, 
Floor coverings, mailroom equipment | more economically. 
sashes It will pay you to double-check your routines— 
to see how much you will be ahead by employing 
, photocopying more often in your operations. 
4 JUNE | 
: Bookkeeping machines, payroll ma- For best results 
: chines and systems, intercommunica- | 
; den sailaonain, | use Kodagraph Contact Paper 
| . This paper is made by Kodak for use in all types 
of contact photocopiers. It reproduces all docu- 
JULY : j ments in dense photographic blacks, clean 
- , . | / whites . . . with new sparkle and legibility. 
, eiedbsie- D crnseinped a ah f And it’s easier, more economical to use— 
< a ee eee ( no more split-second timing or trial- 
4 | and-error testing. Order it . . . and 
| 4 vi } see for yourself. 
AUGUST ® j 
5 Adding and calculating machines, mic- ' 
y rofilm equipment, and dictating ma- re ‘ad A Co ore] P Rape 
se edagraph Gontae? Paper 


| “‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


SEPTEMBER | ay 
Desk lamps, office : lighting fixtures, Mail coupon for ye EASTMAN KODAK COMPANY 72 
and visible index units. free bookie? Industrial Photographic Division 
Rochester 4, N. Y. 
| 
OCTOBER Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 


duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 
File cabinets and transfer files. 


Name 
Department 
NOVEMBER Congo 
Executive desks and supply cabinets. | Street 
City Zone 
DECEMBER | State 


To be announced at a later date. | 
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Waldon Robes Gran 
Correct Mistakes tn Any Language 


Easier to work with than many bosses — consistently more 
reliable than many boy friends. Weldon Roberts Erasers 
TRI-PLY and SUEDE are dependable, quality ‘‘steadies” 
of countless typists. 


Both numbers octagonal- 
shaped. In brush-top 
styles, too, for giving 
eraser crumbs a quick, 
clean brush-off. No. 3900 
TRI-PLY WHISK—No. 9000 
SUEDE WHISK, both with 
durable plastic holders, 
pebble grained to prevert 
finger slipping. 


Weldon Roberts Erasers 
please the most work- 
ers, do the cleanest 


erasing in the least 
time. Your dealer has 
Weldon Roberts Eras- 
ers in the styles best 
suited to your require- 
ments. 


WELDON ROBERTS RUBBER CO. 


Newark 1, N. }. = =“? 
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COMING EVENTS 


American Society for Personnel Administration 
June 7th-8th 
32nd Annual Convention 
Statler Hotel, New York 


Association of American Railroads. .June 11th-14th 
5th Annual Convention — Accounting Division 
Hotel Biltmore, New York 


National Association of Cost Accountants 
June 24th-27th 
32nd Annual International Cost Conference 
Palmer House, Chicago 


American Association of Hospital Accountants 
July 15th-20th 
94th Annual Institute on Hospital Accounting 
Indiana University, Indiana 


Life Office Management Assn...September 24th-26th 
Annual Conference 
Edgewater Beach Hotel, Chicago 


American Institute of Accountants. .October 7th-11th 
64th Annual Meeting 
Chalfonte-Haddon Hall, Atlantic City, N. J. 


Systems & Procedures Association of America 
Annual Systems Meeting 
(scheduled for Chicago—date in Kall later) 


National Institute of Governmental Purchasing 
October 21st-24th 
6th Annual Conference & Products Exhibit 
Shoreham Hotel, Washington, D. C. 


1951 National Business Show ....October 22nd-27th 
Sponsored by Office Executives Association of 
New York 
Grand Central Palace, New York 


National Business Teachers Association 
December 28th-30th 
1951 National Convention 
Palmer House, Chicago 


American Management Association— 
Divisional Conferences 


General Management................... June 7th-8th 
Waldorf Astoria, New York 


National Association of Cost Accountants 
International Cost Conference........ June 24th-27th 
Palmer House, Chicago 


Hongkong “Cooled Off” By Air Conditioner 

In busy Hongkong, China, there is an interesting example 
of American-made product adaptability, coupled with the 
air conditioning engineering ability of a Frigidaire distribu- 
tor. The distributor is Dodwell & Co., Ltd., and the job 
was air conditioning the general offices of A. S. Watson 
& Co. 

Surmounting such problems as low voltage circuits, an 
inadequate water supply, and a critical shortage of space, 
C. L. Salter, Frigidaire representative succeeded in instal- 
ing two conditioning units—built on top of each other! 


New Lamp Division Formed 

Joint announcement of the New Faries Division of Gen- 
eral Lamps Mfg. Corp., has been made by the Faries Mfg. 
Co., Decatur, Ill., and by the General Lamps Mfg. Corp. of 
Elwood, Ind. Faries lamps will be manufactured in the 
plants of General, the announcement said, but no changes 
in administrative personnel or company policies are con- 
templated by either organization. 
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¥NO ALTERATIONS ¥NO DUCTS 
¥NO PIPES ¥NO WATER CONNECTIONS 


¥NO LOSS OF USABLE SPACE 


Cools... Dehumidifies... Shuts out noise... 


Filters out dust, dirt and pollen 


June, 1951 


A GREAT NAME IN COMFORT 


ON’T let hot, muggy weather sap the 

efficiency of your company’s executives 
again this year! You can install amazing 
Fedders Room Air Conditioners overnight. 
Their low cost is soon repaid by greater work 
output, even in broiling weather. 


Cools, Dehumidifies! The complete, compact 


Fedders unit cools and dries hot, moisture- 
soaked air — gives the cooling power of more 
than a dozen refrigerators for less than the price 
of one! Also filters out dirt, dust and pollen 
... keeps offices cleaner and completely com- 
fortable for hay-fever sufferers. 


Fast, Simple Installation! The Fedders Room 
Air Conditioner fits in the window, plugs in 
like a radio. No ducts, no water connections, 
no building alterations necessary. Mail the 
coupon today for a fully-illustrated booklet 
showing the complete Fedders line and des- 
cribing Fedders twe/ve superior features! 


MAIL COUPON TODAY! 


FEDDERS-QUIGAN CORPORATION 

Dept. OM-3, Buffalo 7, N. Y. 

Please send me your interesting 12-page illustrated booklet on 
oe Room Air Conditioners plus full specifications and instal- 
lation data. 


Name 


Address 


City. State 
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Business Called to Action 


“It is time for businessmen to look 
at the problems of the nation—not as 
management or labor, farmers or pro- 
fessional men, but as citizens,” said 
John S. Coleman, president, Burroughs 
Adding Machine Co., Detroit, in a re- 
cent address before guests at the 
Michigan Congressional Dinner in 
Washington. 

“Our society—and I speak of gov- 
ernment, business, labor, and every 
segment of that society—will perish 
unless we recapture a capacity for dis- 
interested action. We must face the 
fact that the influence of businessmen 
in the community has been slowly de- 
clining. As one piece of legislation has 
followed another, limiting the discre- 
tion of management, we have retreated 
to our associations and committees. 
And from them—at least it seems to 
the onlooker, we have looked out to 
fire broadsides at each successive proj- 
ect that others may put forward. In- 
evitably, we have created the impres- 
sion that we are obstructive and nega- 
tive. 

“IT am not suggesting a bigger and 
better lobby. But I am proposing that 
we participate to a greater extent in 
the formation of public policies; not 
just as watchdogs or critics of other 
proposals, but as the sponsors of prac- 
tical measures to meet the problems of 
the day. 

“The average American is not inter- 
ested in business apologies,” Mr. Cole- 
man said. “He does not want a course 
in the American system. Interpreta- 


tions of the past may be interesting 
enough, but he will ask what they do 
for him now. Whatever free enter- 
prise was, he will judge the system by 
how it works today; not in the ads, 
but in the machine shop and at the 
desk. 


“It is true,” he continued, “that the 
mass demands for more and more do 
become serious impediments to the 
functioning of the productive system. 
And against excessive demands, we 
have little protection. Managerial en- 
terprise, which is perhaps the best de- 
scription of our system, is a natural 
object of attack. It is impersonal; it 
appears aloof. What it is able to give 
is soured by what it must, in the light 
of limited resources, deny. 


“It is with these stern promises very 
much in mind that I have reflected on 
the role of business leadership. We all 
know that running a successful com- 
pany is our first responsibility. We are 
charged with the production and dis- 
tribution of goods and services, and 
we must be judged primarily by our 
competence in that job. Certainly a 
significant part of that task has to do 
with the company as a social unit, as 
a community of human beings, or if 
you like, a small society. But above all, 
let us not forget the urgency of tie ~ 
larger job. We must recover a lost in- 
tellectual initiative. We must make our 
proper contribution to the problems of 
the community and the state. We must 
get back into the stream of history.” 


United States Air Conditioning 
Corp., 3300 Como Ave., S. E., Minne- 
apolis, is making available a 16-page 
booklet, one which covers all phases of 
air treatment and air handling. It is 
titled Practical Pointers on Air Con- 
ditioning, and can be obtained from 
the company. 


Remington Rand Inc., 315 Fourth 
Ave., New York, has available four 
new folders that may be of interest to 
office people. A new, scientific com- 
munications tool for management is 
presented in a full-color booklet intro- 
ducing the use of the Vericolor tele- 
vision system into business, education, 
and government operations. The book- 
let indicates how the pooling of the 
resources of the Columbia Broadcast- 
ing System and Rem-Rand has opened 
“unlimited possibilities” for this sys- 
tem in management and administra- 
tion. 


Three other new folders issued by 
Remington Rand have to do with the 
solution of duplication problems and 
thus to assist industry and business to 
meet current defense production record 
requirements. The booklets elaborate 
on economy, speed, and accuracy in 
producing engineering, production con- 
trol, inventory and stock control and 
other vital records and forms. 


This series covers the results pos- 
sible in teaming the Dexigraph, Plasti- 
photer and Platiplates into a copy du- 
plicating unit. All pamphlets are avail- 
able from the company without charge. 
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Since the office ‘went Victor Visible,’ 
I keep my records up-to-date in half 
the time I used to spend thumbing 


through a card file . . . and the signals 


on the visible margins give me the 
facts I want at a glance. Now, there’s 
plenty of time to do my other work 
during the day . . . no more overtime 
means happy me and happy boss. He’s 
also pleased because he didn’t have to 
invest in excess equipment; he just 


buys single-slide steel sections as he 


needs them. Why not find out what 
Victor Visible can do for you... your 
Victor dealer can show you how to 
change your office ‘madhouse’ into a 


‘gladhouse’—why not visit him soon. 


You might prefer these Victor 3-slide wood sections . . . same 
time-saving visible features, and available for prompt delivery. 


ms OR SAFE & EQUIPMENT CO., INC. 
VIC TOR See . : ee — 


“NORTH TONAWANDA =—+_——SsNNEW YORK 
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NAVY MAN WINS $10,000 
FELLOWSHIP 

Arthur Barcan of the Navy Depart- 
ment—Office Methods Division, Ex- 
ecutive Office of the Secretary, has 
been awarded a $10,000 graduate fel- 
lowship by the National Records Man- 
agement Council, New York, for ad- 
vanced study in business paperwork 
and record-keeping controls. The 
award was announced recently by 
Emmett J. Leahy, president of the 
Council, who said that Mr. Barcan will 
investigate and devise new measure- 
ments, new types of controls, and new 
analytical techniques applicable to of- 
fice system and records. 

“The basic objective of the Councils’ 
new fellowship,” Mr. Leahy explained, 
“is to make corporate paperwork and 
record keeping more precise through 
the application of ‘quality control,’ 
thereby reducing the volume of records 
at the source and increasing their value 
and usefulness as a management tool.” 

The recipient of the award, who 
commenced his activities for the Coun- 
cil on May 15th, has been with the 
Navy Department for the past five 
years, and currently directs its Special 
Studies Unit in all phases of records 
management. During 1949 and 1950, 
Mr. Barcan directed a Navy-wide pro- 
gram designed to eliminate, revise, and 
improve reports throughout the Navy. 
He planned and helped direct the sep- 
aration of over 4,000,000 veterans’ per- 
sonnel records from active office space 
for transfer to a Navy records center, 


and has been a member of a manage- 
ment survey team established by the 
Secretary of the Navy to survey or- 
ganization and operations in the Navy 
Department. 

In addition, Mr. Barcan has served 
as records management advisor to the 
staff which consolidated the printing 
plants of the three armed forces into 
one defense printing service, and as- 
sisted in developing standard civilian 
personnel records and procedures for 
the Navy Department. These have 
since been released as agency-wide 
standards by the Bureau of the Budget 
and the Civil Service Commission. 

The fellowship winner is also in- 
structor on reports and forms man- 
agement at the Graduate School, U. S. 
Department of Agriculture, and was a 
senior member of the records task 
force directed by the National Records 
Management Council for the Legisla- 
tive Committee on Reorganization for 
the State of Michigan. 

Born in New York City, Mr. Barcan 
graduated from Brooklyn College in 
1939. 

Additional fellowships in business 
archives management, totalling $15,000, 
first set up last year in honor of 
R. D. W. Connor, first archivist of the 
United States, are: William Benedon; 
Joseph W. Ernst; Girard H. Hotten- 
dorf; H. John Huniford, and Ralph L. 
Scrocco. 

The National Records Management 
Council is a non-profit consulting serv- 
ice established in 1947. 


WILTSHIRE MODERN FOR THE 
BOSS AND HIS SECRETARY 


The number one hit of the office is Wiltshire 
Modern—for you, for your secretary, for all your 


office personnel. 


The beauty and efficiency of 
Wiltshire Modern will step up the 
tempo of your office work .. . 
save you money and time. 


You'll “find” more space in your 
office after you install Wiltshire 
Modern . . . its compact design 
requires less room than other fur- 
niture. 


Make your office hum with Wilt- 
shire Modern. See it today at 
your dealer. 


How Efficient is Your Office? 


Send 10c for Imperial’s Office Plan- 
ning Guide to increase office efficiency. 
Complete with floor plan, cut-outs, 
color hints, etc. 


. 
Renngpe=neiaall 
desk company 
EVANSVILLE 7, INDIANA 


Wiltshire Modern Secretarial 
Desk. Other Styles Available. 


UY, 


G. E. DEVELOPS SYSTEM TO IM- 
PROVE FLUORESCENT LIGHT- 
ING INSTALLATIONS 

A new system of “Sound-Rating” 
fluorescent lamp ballasts to improve 
installations of fluorescent lighting sys- 
tems has been developed by the spe- 
cialty and ballast divisions of the Gen- 
eral Electric Corp., Schenectady, N. Y. 

Based upon a scientific measurement 
of the average sound levels produced 
by certain ballast designs, the new rat- 
ing groups G-E ballasts into six classi- 
fications, ranging from “A”—extremely 
quiet, to “F”’—quite audible. Use of 
these classifications, the company says, 
along with consideration of other 
noise-contributing factors, will result 
in the most satisfactory fluorescent 
lighting installations. 

For example, if fluorescent lighting 
is desired in extremely quiet locations, 
only lamps which can be powered by 
‘A”-rated ballasts should be considered. 

According to the company’s engi- 
neer’s all fluorescent ballasts, regard- 
less of the manufacturer, produce some 
audible hum. However, the prominence 
or disturbing effect of the sound can 
be controlled to an appreciable extent 
by consideration of the following fac- 
tors: (1) the nature of the ballast- 
produced sound—its intensity, dura- 
tion, and component frequencies; (2) 
the construction and mounting of the 
fixture; (3) the ambient noise level of 
the room; (4) the accoustical proper- 
ties of the room; (5) the number of 
fixtures installed, and (6) listener re- 
action. 


Simplify Your Office Planning eal 
PLAN WITH CHART-PAK 


For easier and more efficient planning, 
CHART-PAK has developed new type office 
— and a new method of applying 

em. 


With the CHART-PAK METHOD, you can 
quickly make realistic layouts for preview 
with executives and employees. 


These new templates can be readily applied 
to any plan scaled '/,"' to |'. For the final 
plan you simply, remove the backing and apply 
them without moistening—no fussy drawing, 
redrawing or gluing. 


A handy $12.50 kit contains over 400 die cut 
desks, file cases, utility pieces, etc. The utility 
templates may be used to indicate office or 
He equipment for pieces as large as 84'' 
x ;. 


Send for free sample layout of minimum 
spacing for maximum space utilization. 


CHART-PAK, INC. 
104 Lincoln Ave., Stamford, Conn. 
“Oniginators of the CHART-PAK Method 


of Making Organization and Graphic Charts 
and Office Layouts’’ 
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~ <3 proressor N-C sars: 


“YOUR NEVA-CLOG WILL 
LAST INDEFINITELY. 


the simplest care 
keeps it perfect!” 


NEVA-CLOGs ARE 
4 ia BUILT TO LAST 
* ‘These days that’s more important than 
ever. * Complete instructions are 


NEVA-CLOG 
STAPLES 


NEVA-CLOG — the 
Pinch Point Staple 
Pierces better, easier; 


no burrs, no rough 
spots, always uniform, 


NEVA-CLOG Products, Inc. 
Logan Street, Bridgeport, Conn. 


Exclusive Canadian Distributor: 
CANADIAN STAPLES LIMITED—Montreal, Toronto, Winnipeg, Vancouver 
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FRAGILE LEADS 
that break up in the wood ? 


TEX iNSOLUBLE © 1818 CARMINE 


SCRATCHY LEADS 
that tear the paper? 


es 
fo 


CRUMBLY LEADS 
that can't keep a point? 


Here's a real cure, 
the best way to be sure 


wW2ik COLOR - 


ERAL'S Canéc 


us. GEN 


-Weld PENCILS 


EXTRA-STRONG, EXTRA-SMOOTH 
SEMI-HEX 
Office Pencil. 5 degrees: No. 1-2-2!/2-3-4 
COLOR-TEX 
Thin Lead Colored Pencils (Wet Proof. 30 brilliant colors. 
Packaged in sets of 12 and 24 assorted colors. 
ORDER THEM FROM YOUR DEALER 


GENERALS | 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J, 
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No USE 
LOOKING, 
OSCAR 11. YOu 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 
+) uw 
OurtooK’ 
ENVELOPE! 


Eliminate Errors — Save Addressing 
No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
— to register with only what you want to show on your 
c > 


“iRnivE TOY!) Send us check are now using and we will submit 
\ sample Paycheck “Outlook” cuideee and prices based 
on your estimated yearly requirements. es 


as 


: ‘Originators Of “Outlook” Envelopes. Est, 1902 ; 


PEOPLE IN THE NEWS 


THE FEDCO LINE 
of 
FIBRE TRUCKS 


Speedy Hand Transpor- 
tation in Factories, 
Warehouses, Mail 
Rooms, Stock Rooms. 


Construction 
Vulcanized Fibre 
Dried Hardwood 
Heavy Gauge Hardware 
Silent Rubber Wheels 


Made to Your 
Specifications 


Designed for Handling, 
Sorting and _ Storing 
Parts and Materials. 


Combine Light Weight 
with Durability and 
Strength. 


Write For Full Information On Fedco Line 


Bainbridge, Kimpton & Haupt, Inc. 


218 Greenwich St. New York 8, N. Y. 
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The election of Mitchell A. Kapland as a vice-president of 
the Cummins-Chicago Corp., was made known in a recent 
statement by Paul Jones, president of the Chicago company. 
Mr. Kapland will be responsible for all sales activities 


Mitchell A. Kapland 


threughout the world, including company sales policies, 
promotion activities, and advertising. 

Prior to joining Cummins-Chicago two years ago, Mr. 
Kapland was vice-president and general manager of the 
Gray Audograph Corp., and sales manager of the Gray Mfg. 
Co. He had also headed his own advertising agency. “ 


Ellis G. Bishop, former advertising and sales promotion 
manager of the Royal Typewriter Co., New York, has re- 
cently been named as assistant to the publisher of Seven- 
teen magazine, 488 Madison Ave., New York. 

Mr. Bishop has spent twenty-two years in the sales and 
advertising promotion field. During World War II, he 
served as chief of the equipment and supplies section of the 
Office of Emergency Management. 


Frank L. Stellner has been appointed as director of pur- 
chases, says the United States Gypsum Co., Chicago, in a 
recent announcement. He succeeds the late John P. San- 
ger. 

Mr. Stellner, who has been with the company for twenty- 
three years, became credit manager in 1934, and was made 
general credit and office manager in 1949. 


Willard M. Stover has been appointed branch service 
manager of the recently established Brooklyn, N. Y. branch, 
says the Burroughs Adding Machine Co., Detroit. Mr. 
Stover joined the Burroughs organization in 1923. 


J. L. Turney has been named assistant general service 
manager of International Business Machines Corp., and will 
be stationed in New York. He will coordinate the service 


J. L. Turney 


work of the company’s three product divisions. With IBM 
since 1923, Mr. Turney was, prior to his new assignment, 
assistant to the general sales manager. 

IBM also announced the appointment of Leo J. Langan 
as manager of all the company’s sales and services in the 
New York City downtown office. Mr. Langan was previ- 
ously a special sales representative. He came to IBM i 
1930. 
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HERE'S YOUR 


Kelaxin 


FFICE CHAIR 
“RELAXES THE BODY-s 
“EASES THE MIND” 


IT LOOKS LIKE A CHAIR... SITS LIKE A DREAM 


“Relax a few minutes daily for your heart's sake.” 

says ... Medical Research. 
RELAXIN-EEZ CHAIR is designed exclusively for 
the executive’s health and comfort. 


The patented spring construction automatically adjusts 
the back to any reclining position without the aid of 
buttons or levers. 


Chair and ottoman made of genuine top grain leather in 
Dark Green, Medium Green, Red, Brown or Tan........ $495.00 


Buffalo quality hide in Red, Brown or Green. .......... $395.00 


Manufactured on order by the MIDWEST FURNITURE COMPANY, Sheboygan, Wisconsin 


Sengbusch Announces 
LE Desk Fountain Pen Sets 


Designed for effortless 
writing—and moderately priced 


For more than 48 years, Sengbusch products have been famous 
for writing ease and efficiency. And here’s Sengbusch’s latest 
contribution—beautifully styled desk fountain pen sets with 
compact, weighted base made from lustrous plastic. Moreover, 
the flat front panel of this base adapts itself to good-will and 
friendship imprinting. 

Writing is a pleasure, too. Every set is equipped with the 
remarkable Tredin screw-in feed and point—15 different styles 
are available so that you can select the Tredin point you like. 

These new sets are moderately priced. Model DE-100 with 
iridium-tipped, gold-plated point sells for only $3.15—Model 
DE-500 with chain and iridium-tipped, gold-plated point $3.40. 
If stainless-steel point is selected deduct 40c. 

Standardize on these new desk fountain pen sets with their 
practical writing features. Save time and bother. Order from 
your stationer. Write for circular. 


Cheoote the Teedin Point for Your Requitement 


AMA HAE 


SELF-CLOSING INKSTAND .CO.,. 161 sgt ip, miwestn 3,0. &, | 
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... he one and only 


Artgum brand! It’s the 


_best! Look for the name! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 


ACCOBIND | 
FOLDERS 


Cae 


ODUCTS, Inc. 


OFFICE MANAGEMENT AND EQUIPMENT 


PEOPLE IN THE NEWS 


Lloyd M. Powell has recently been elected vice-president 
and general sales manager of the Dictaphone Corp., New 
York, according to an announcement by C. K. Woodbridge, 
president. 

Mr. Powell has been general sales manager of the com- 
pany since 1940. He joined Dictaphone in 1926 as a sales- 


Lloyd M. Powell 


| man, and was appointed Kansas City branch manager in 


1933. He was named assistant sales manager in 1937. 


Royal Typewriter Co., Inc., 2 Park Ave., New York, an- 
nounces the appointment of Robert S. Urinyi, former man- 
ager of the company’s methods and systems department, to 
head the. newly organized purchasing, stationery, and print- 
ing division. Mr. Urinyi has been with Royal since 1927, 
and was made manager of the systems department in 1947. 

Royal also announces the recent appointment of J. J. 
Gunderson, formerly assistant manager of the accounting 
department, to the position of manager of that division. Mr. 
Gunderson joined the company in 1924 and subsequently 
held the positions of cashier for the dealer’s department, 
cashier for the foreign department, and assistant chief clerk. 
In 1949 he joined the division where he now assumes the 
managerial duties. 


John M. Connolly, Jr. has recently been named as New- 
ark, N. J., district manager, according to an announcement 
by Ralph A. Nerrie of the Gray Audograph Co., New York. 
Mr. Connolly will be in charge of sales of the Gray dictat- 
ing equipment in Northern New Jersey. He was formerly 
associated with the Underwood Corp., and has been with 
Gray for the past three years. 


Recently announced by the Gray Mfg. Co., New York, is 
the appointment of Perry Cabot as director of advertising. 
In his new post, Mr. Cabot will supervise all of the com- 
pany’s advertising activities, as well as those of subsid- 
iaries. The new director had previously been associated 


Harry W. Stewart 


with the advertising firm: of Dickie-Raymond, Inc., and the 
Liberty Mutual Insurance Co. 

Also announced by Gray, is the appointment of Harry W. 
Stewart as commercial manager. Mr. Stewart joined the 
firm two years ago. He will maintain offices in Hartford, 
Conn., and in New York. 


June, 1951 


ol ie el 
. $ i - ; * (eee ee A UR SE 
. d ae x : ors ge owe) 

a Pe. ©. PO oS 
boo 7 "5 ™ i. f 2 a | * ut aS 

} ves mate £S | 
e a SO arr FG 
F oh ate al 
: < ‘wo 

i Teaeae a . oe gs ee oe 5 Sey : 
ae ae geo a t oe 
— ; "a é ee a si sg is iq 

= ee ekoeaae a & 

i Al es me 5 
- a i \ | a 
. Si, tha ae _— a e a ee .. 
f a! J | os - a # ‘ cal ye - a a o> ‘ j 
| : - - a = { 7 
wy i . 
Ma 
‘?. aa 
| Po 
yi 
Da 7 FS aa a 
am aes sie a dae 
& | os i, 4 
i eS | 
ae a ee ; } 
F et aM So es ‘ 
Sane ee Se E 
of is 
ic bee nee 
Oe 
re O 
* M RE and 
se: ar Ore 
oe e fi i 

oe Aceon, . “Bday... “ms 
ie? = bing FE dizing 

ee their ,. Olde, On 

G2 filin 'S fo 
ie ss " ir a) 
‘ = one, &. Ask al] 
a to Our 3 Se 3 : es 
Ta Savin Shoy, ta. ; a 
ae Ss and You th y 4 4 re \ 
cine Vanta Many le = 4 ’ 
We f Bes of the, ad ees ; : r 
| a Acco.p; . me) a 
aia) | Our bus; “bing; te : a, It - 
eo “> Ness ng ‘ine a | Aes 
a ; 3 “ i m4, : - : x > 
4 Oe See Ot ete ; 4g 2 
a a: Bi oe 2 8 BS => ae ‘04 i 
—- aig oe 5 fe oe oe, ae 
oa es is eee fsa oe 
be g | 3 nn oo 
a be “ ; io 
See ie 
mS -ACCO PR : 
‘Sy & at . 0a aoe ee se or.’ ry Pr. x a ‘! = 
- 56 ee Fe 

a 

2 ae 
oa 
a 

ca . . f 


Weary, dog-eared folder tabs are difficult to read offer a quick and simple remedy—just slip a strip in- _ It’s just as easy as ordinary labelin it makes worn 
uic iy become a nuisance to office personnel. to a typewriter...type the headings...and stick them folders as good as new — gives Tens -lasting triple 
Same new Reinforced Tab Labels........ over the old folder tab. strength to new folders. 


NEW! Reinforced File Folder Tab Labels 


Here’s why you should use Dennison Reinforced File Folder : 
Tab Labels: _ Ae i 
@ Make worn folders as good as new. 
@ Reinforce new folder tabs while labeling. 
@ Form a triple strength tab for long wear. 
1 @ Ready to use in easy-to-type strips. 
@ 8 colors for easy subject classification. 
@ Fit all 14 cut folders. 
@ No ridges to catch on papers. 
Order a supply of Dennison Reinforced File Folder Tab 


4 Labels from your stationer today. 


For free samples, write Dennison, 
Dept. OM, Framingham, Mass. 


i ) - 7" = asia 
oS RUBBER BANDS 


OUTLAST. 
' OUTSELL.. 
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A Smead 
file is 
==. better... 


Because - - - Our business, for 44 years, 
has been built on knowing the filing 
requirements of your business. 


PEOPLE IN THE NEWS 


_ Old Town Corp., 750 Pacific St., Brooklyn, N. Y., manu- 
facturers of liquid process duplicating machines and sup- 
plies, typewriter ribbons, and carbon papers, has announced 


Edward A. Kelly 


Because -- Our products are all “OFFICE 


TESTED” before being marketed. 
Because - - No manufacturer can possibly use 


better materials than consistently 
go into the Smead line. 


Consult your Stationer Get the facts! 


VERYTHING 


ties Hg Avid * 
Units—spirit carbon papers, . . every- 
thing you need for Spirit {direct process) 
* duplicating. grt. 
Yes, all under one name HEYER . . . o quality prod- 
uct to give you clear copies . . . everytime 
.. . fegardless of make or model of your 
duplicator. 
Write for 
Complete Catalog 


Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. > 


OFFICE MANAGEMENT AND EQUIPMENT 


the recent appointment of Edward A. Kelly as purchasing 
agent. Mr. Kelly has a background of more than fifteen 
years in the purchasing field. 


L. C. Stowell, president of the Underwood Corp., 1 Park 
Ave., New York, was re-elected as a board member of the 
National Industrial Conference Board at the recent meeting 
of that organization in New York. The Board was founded 
in 1916 as a non-profit institution “to gather, test, explain, 
and distribute facts essential to the establishing of manage- 
ment, labor, governmental, and economic policies that ac- 
celerate industrial progress and promote the general pros- 
perity of the American people.” 

Underwood Corp. also makes known the recent appoint- 
ments of E, E. Taylor and L. P. Lane as branch managers 
at Oak Ridge, Tenn., and Springtield, Mass., respectively. 
The Oak Ridge office was opened a short time ago. 


Hugh A. Wichert, administrative assistant at Fairmont 
Foods, Inc., Omaha, Neb., and past-president of the Na- 
tional Office Management Association, has recently resigned 
from the Omaha company to accept a post as executive as- 
sistant of the vice-president of Ruthrauff & Ryan, Inc., Chi- 
cago advertising agency. 

Mr. Wichert, who had been with Fairmont for fourteen 
years, has long been active in the affairs of NOMA. His 
new work will embrace sales promotion and client relations. 


Howard W. Foster is the new general purchasing agent 
of L. C. Smith & Corona Typewriters, Inc., Syracuse, N. Y., 
succeeding Charles F. Parsons, who retired. Mr. Parsons 
joined the organization in 1904, less than a year after the 
four Smith brothers founded their typewriter company, 
then known as L. C. Smith & Bros. 

Mr. Foster joined the company in 1912, and following 
service in World War I, became assistant to Mr. Parsons. 


T. W. Spoeri, former vice-president of Hawley & Asso- 
ciates, industrial relations consultants, has been appointed 


T. W. Spoeri 


personnel director of the E, F. Hauserman Co., Cleveland, 
manufacturer of movable steel interiors for buildings. 
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KEE Jox, 
KEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


The Combination gives a per- The NEW Kee Lectric Carbon is built up with Tissue Spe- 
ST ae is ae cially made for the above machines then coated with a New 
Send for samples. Ne oblige- Scientific coating for wear and cleanliness. 
tion whatever. 
; VKeeloxMiy.Co. 88 8282t~<C«S omen 
Kee Lox Manufacturing Co. ‘; er ees | 
Y..U.S.A | ochester 1, N. Y., U. S. | 
wa scr te eyed aia » Yes, Please send Free Samples. No obligation. 
EES Jo Loa cickd dae eiams su koa eclienkeseeesnen wen ernie | 
* PN Grad AV en ddadbog< saaiorveesas chvpnerep aes uy eran | 
| Ce Ae ene ee ee eee ae | 
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for Exclusive Distribution. 
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Insist That Your Dealer 
Quote You or Write Us 
Direct for Samples and 
Prices. 


The Quality of National pencils will 
stack up against the “so-called” best. 


1 NATIONAL PENCIL COMPANY « SHELBYVILLE « TENN. 220 FIFTH Ave.“ 
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Trademark 


|  TRANSFILE 
o> TRANSFER FILES 


! are the practical, low cost method of keeping 

semi-active and inactive records accessible at all 

| times. Reinforced by steel, each file is a complete 
filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 

available on the De Luxe model. Check your 
stock and order today. 


| ° 3 STYLES « 13 SIZES 
Write for Your Gussco Filing Supply Catalog 


Rs GUIDE SYSTEM & SUPPLY CO. 
a | 335 Canal Street New York 13, N. Y. 


ON THE MARCH fo aid 
the Military Services 
and Civil Defense 


CELLUGRAF 


MAPTACKS 


_ AND MAPTACKS 
George B. Graff Co., Cambridge 40, Mass. 


PEOPLE IN THE NEWS 


Edward M. Douglas, vice-president of the International 
Business Machines Corp., New York, will serve as chair- 
man of the office equipment committee for the 1951 Cere- 
bral Palsy Society city-wide campaign. Announcement was 
made by Peter Grim, chairman of the commerce and in- 
dustry division. 

Mr. Douglas is now organizing a committee of other 
leaders in the office equipment field who will conduct a 
——- to achieve the $750,000 goal set for New York 

ity. 

Associated with IBM since 1925, Mr. Douglas joined 
the organization as a systems man. He was appointed 
vice-president in 1946, and one year later, became a director. 
He has been actively engaged in the cause of cerebral 
palsy for a number of years and is a member of the board 
of the United Cerebral Palsy Association. 


John P. Spencer has been appointed service manager of 
the New Haven, Conn. branch of the Burroughs Adding 
Machine Co., it is anounced by C. A: Baker, general ser- 
vice manager. Mr. Spencer joined the company in 1936. 
He served in the Army from 1942 to 1946, at which time 
he resumed his duties in the Boston branch. 


Royal Typewriter Co., 2 Park Ave., New York, an- 
nounces several managerial changes. Walter F. Parks will 
take over the supervision of the retirement and payroll 
records in the company’s controller’s department. Mr. 
Parks joined Royal in 1948 as an auditor. 


Charles D. Sparwasser, former manager of Royal's Har- 
risburg, Pa. branch office, has been appointed to manage 
the Baltimore, Md. branch. He has been with the company 
for many years. 


George Rafter, has been named district manager in 
Harrisburg and Edward Sandels has been chosen to man- 
age the Fort Wayne, Ind. office for Royal. 


ASSOCIATION NEWS 


Office Management Association of Chicago announces 
that it will sponsor two $100 scholarships providing for 
attendance at Northwestern University. One scholarship 
will be awarded to a student of a Chicago high school or 
junior college, and the second one will be awarded to an 
employee of a company affiliated with office management. 


Winners will be determined by examination, says H. W. 
Dickhut, president of the association, and each school or 
company will be allowed to nominate a contestant. 


American Institute of Accountants announces the nomi- 
nation of J. William Hope, former State Treasurer of 
Connecticut, to serve as president of the AIA for the 1951- 
1952 term. The names of Mr. Hope and designees for 
vice-presidents and treasurer will be presented by the offi- 
cial nominating committee to the sixty-fourth annual meet- 
ing of the national professional society of certified public 
accountants in Atlantic City, N. J., October 7th-11th. 


In keeping with its purpose, the American Society for 
Personnel Administration devoted its third annual con- 
vention to round table discussions of proven successful 
plans and programs that “fit the present economy.” 

The convention was held at New York’s Statler Hotel, 
June 7th-8th. Leonard J. Smith was general chairman. 


A “presidents’ round table’ for the discussion of top 
management problems was one of the features of the 
American Management Association’s national conference 
on general management problems, held June 7th-8th at 
the Waldorf Astoria Hotel, New York. 

Taking part in the conference were a group of company 
presidents, each representing a different industry. They 
considered such topics as the general economic outlook, 
employee relations, and organizational problems. 
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ASSOCIATION NEWS 


The Safe Manufacturers National Association has elected 
A. W. Jackson, vice-president of Diebold, Inc., Canton, O., 
as president of the association for the forthcoming year. 


A. W. Jackson 


Mr. Jackson’s appointment was made known at the SMNA’s 
annual meeting in New York, recently. 

The new president is well known to the safe industry and 
the banking field by virtue of his twenty-four years’ associa- 
tion with Diebold, a leading producer of safes, bank protec- 
tion devices, and office record systems equipment. 


The 32nd annual international cost conference sponsored 
by the National Association of Cost Accountants, will be 
held at the Palmer House, Chicago, June 24th-27th. Events 
planned include technical sessions led by fourteen top 
speakers and panel members; official reception; presidents’ 
ball; annual dinner; various awards; equipment exhibit, and 
a variety of social activities. 


Corporate accounting for defense, government controls, 
the protection of vital business records, excess profits taxes, 
and pension plans, were among the topics discussed at the 
Midwestern spring conference of the Controllers Institute, 
held May 3lst-June 2nd at the Schroeder Hotel, Milwaukee. 
John Moss, Chain Belt Co., was general chairman of the 
event, which was hailed as highly successful. 


The Office Executives Association of New York held its 
annual business meeting at the Belmont Plaza Hotel, New 
York, recently, and elected Homer B. Harrison, Kenneth 
H. Ripnen Co., Inc., New York, as president. C. B. Haverin, 
retiring president, presided during the meeting at which the 
following officers were installed: Robert Cameron, Socony- 


Homer B. Harrison 


Vacuum Oil Co., executive vice-president; Rudolph Lang, 
National Business Show, secretary, and Alwyn W, Ogden, 
Universal Atlas Cement Co., treasurer. 

The following men were elected to serve on the board of 
directors: C. B. Haverin, Metropolitan Life Insurance Co.; 
Earl G. Bunce, General Dyestuff Corp.; Elles M. Derby, 
Metropolitan Life Insurance Co.; A. T. Ruf, Ebasco Serv- 
ices, Inc.; Thomas J. White, Employer’s Mutual Liability 
Insurance Co. of Wisconsin. 

Also J. M. Brahney, General Foods Corp.; Clara Bur- 
goyne, Position Securing Bureau, Inc.; J. A. Grundy, Rem- 
ington Rand, Inc., and F. R. Jones, General Foods Corp. 
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WHEN YOU ASK FOR 


ACE 


STAPLING EQUIPMENT 


Stapling Machines usually take a 
terrific beating! Hardhanded 
users slam down their fists with a 
resounding whack to fasten even 
a few frail sheets of paper. That's 
why the stapler you buy should be 
the rugged, precision built ACE.. 
the world's finest for more than 20 
years! And for greatest satisfac- 
tion and service be sure you get 
Ace stronger STAPLES as well as 
the Ace STAPLE REMOVER. 
Top quality materials and skillful, 
watch-like precision characterize 
every detail of manufacture. 
Whether you choose the stream- 
lined ACELINER or the less 
costly SCOUT, you'll get bigger 
value. Today .. ask your dealer to 
show you the complete ACE line! 


WORLDS a fa E fen 
eee 


ACE FASTENER CORPORATION + 3415 * CHICAGO 


NORTH ASHLAND AVENUE 


Alliance is the leader in 
the band business... . the 
world’s largest maker of 
rubber bands exclusively. 
Naturally then, lowest 
prices, highest count and 
quality per pound. Crepe, 
grey or brilliant colors in 
bulk or the handiest 
dispensing packages 

yet invented. 


WRITE FOR 
SAMPLES, 
PRICES 


ALLIANCE, OHIO 


DEPT. OM 


SLIDELL, LOUISIANA 
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Fulton MARKING DEVICES 


have the quality that 
builds repeat business 
Carry a full line of these deluxe items 


Prompt Shipment of 
Service and Fulton Daters 
and Numberers 
DeLuxe and Special Business Outfits 
Sign Making Kits 
Dri-Kwik Stamp Pads, Sizes No. 0, |, 2— 
in New Drawn Boxes 
Fulton Stamp Pads and Ink 
Special Rubber Stamp Inks 


Complete Line of Crown Self Inkers, 
Daters & Numberers 


Porous Price Marking Kits Now Available 


Write for Catalog 


~ * i Marking 


Equipment r. 
Elizabeth 1, N. J. 


82 Fulton Street 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscriber's Information Department will 
supply you with any information you require 
regarding the source of supply of any office equip- 


ment, systems, services or supplies. 


Write us whenever you are interested in learning 
the source of any particular office service, article 
of brand name and we will endeavor to promptly 


advise you where it can be located. 


OFFICE MANAGEMENT & EQUIPMENT 
The Magazine for Office Executives 


CLASSIFIED ADVERTISING. 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Manufacturer's Representative Wanted 


ROTARY FILE MANUFACTURER has several territories open for 
experienced office equipment manufacturer’s representative. Give states 
you are now covering, other lines handled, time spent in territory, and 
type of accounts regularly contacted. Write: Ferris Manufacturing Co., 
224 Great Meadows Road, Stratford, Conn. 


Position Wanted—Male 


PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ 
experience wage and salary administration, job analysis, evaluation and 
statistics. Married, 28, responsible. Re-locate. OM-85. 


PUBLIC RELATIONS—plan and execute complete PR programs; pre 
pare press releases, news stories, reports; edit house organ. Five years 
magazine editorial experience; highly specialized college training. Age 
28, married, draft exempt. References. OM-92. 


ASSISTANT SALES—Advertising Manager: Over 11 years experience 
administrative capacity handling technical correspondence, sales-production 
liason system supervision. Four years successful sales promotion for 
manufacturer through dealer/distributor outlets. OM-87. 


For Sale or To Buy 


BURROUGHS, MOON HOPKINS, Elliot-Fisher, Remington Account- 
ing Machines, and everything in the office machinery line. State model, 
serial number and we will quote highest cash prices. International Office 
Appliances, Inc., 29-31 East 22d St., New York 10, N. Y 


KARDEX, ACME, all makes used visible filing equipment. Thousands 
of reconditioned cabinets, panels, books, always on hand. Special service 
and prices for purchase or sale. Get our quotations. Chas. S. Nathan, 
Inc., 548 Broadway, New York 12, N. Y. 


WANTED—AIl makes calculators and adding machines. State make, 
model, serial number and adding capacity. International Office Appli- 
ances, Inc., 29-31 East 22d St., New York 10, N. 


FOR SALE—One used Model H, Pitney Bowes Postage Machine. No 
reasonable offer refused. U. S. Coal Co., 90 West St., New York City. 


FOR A Beautiful desk plate mounted on black walnut base send $2.95 
and name desired to Mail-N-Post, Wapping, Connecticut. Satisfaction 
guaranteed. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature, Z. H. 
POLACHEK, 1234 Broadway, New York City. 


W anted 


WANTED: I. B. M. Electric Forms-Writer Typewriter, lift platen 
model. Must be in excellent condition. Write Susquehanna Waist Co., 
Upland, Pennsylvania. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and n iating for satisfactory salaried positions. Eugene L. Williams, 
2220 . Grace St., Richmond, Va. 


BUSINESS ADM.: For Profs. Advertising, Accounting, Mgt. Mktg., 
Retailing, etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


SALARIED POSITIONS, $3,500-$35,000. If are considering a 
new connection, communicate with the enhenigent. We offer the 


original personal employment service (40 years recognized standing and 
212 FIFTH AVENUE NEW YORK 10, N. Y. reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on_your part. Your identity is covered and present position 
rotected. ite for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
uffalo 2, New York. 
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ASSOCIATION NEWS 


Meeting recently in the Chicago Real Eestate Board build- 
ing, the Office Management Association of Chicago, held its 
annual election of officers. A cocktail hour preceded the 
dinner. Speakers of the evening were James W. Rees, Pure 
Oil Co., Herman A. Enemark, United States Steel Co., and 
Joseph Fitzer, Continental Illinois National Bank & Trust 
Co. These speakers engaged in a panel discussion which 
dealt with “Employee Relations in Office and Plant Under, 
Today’s Conditions.” 

The following officers were elected: Frank D. Hurt, 
W. A. Alexander & Co., president; Herbert W. Vetter, 
Commonwealth Edison Co., Ist vice-president; A. H. Dor- 
stewitz, Hershey Chocolate Corp., 2nd vice-president, and 
M. A. Georgen, treasurer. 

Directors elected were L. R. Chase, Johnson & Johnson; 
A. W. Johnston, Scully-Jones Co.; C. O. Michaelson, Union 
Special Machine Co.; Charles R. Larson, Kraft Foods Co., 
and John H. Lumley, Sterling Insurance Co. 


Records Management Association of New York held its 
annual election of officers at its recent meeting in New 
York’s Hotel Martinique. Elected were Miss Ethel A. 
Carew, president; Miss Beatrice Roach, lst vice-president; 
Miss Violet Campbell, 2nd vice-president; Miss Charlotte 
Willuschat, recording secretary; Mrs. Betty McMahon, 
treasurer; Mrs. Mildred Aden, corresponding secretary, and 
the Misses Alice Johnson and Dorothy Knight, directors. 

From the reports read by various committee chairmen, 
the past season showed a very active year, with much 
credit and appreciation “due our president, officers, direc- 
tors, and committee chairman.” 

The RMA will hold its annual June dinner meeting at 
the Hotel Governor Clinton, on June 11th, it was an- 
nounced. 


The May meeting of the Transcription Supervisors Asso- 
ciation of New York, took place at Whyte’s Restaurant, on 
the night of the 14th. The speaker was L. C. Lovejoy, 
professor of management and industrial relations, New 
York University, who told of “How to Coordinate with 
the Organization.” His was the seventh in the series of 
lectures given in conjunction with the Cornell University 
Extension Service. 

TSA members also witnessed the showing of 
For Survival,” 


“Pattern 
a film dealing with the atom bomb. 


Industrial Management Society announces that the Pro- 
cedings of its 14th annual time and motion study and man- 
agement clinic, held recently in Chicago, are now available. 
Priced at $3.50 a copy, the bound Proceedings total 112 
pages, including charts, forms, and illustrations. The So- 
ciety is at 35 East Wacker Drive, Chicago. 


—HANSO 
POSTAL SCALES 


—the most complete line 
on the market today 


Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage for air 
mail, first class and merchandise by zones. 
Capacity 2 Ibs. by 1 ounce. 

Model 1530— Parcel Post scale, capacity eae. 
25 Ibs. by 1 ounce. Computes postage for Gj 
merchandise up to 25 Ibs. 


SEE YOUR STATIONER 


HANSON SCALE COMPANY Est. 1888 
Chicago 22, tll. 


MODEL 
1546 
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Are You an Executive 
Who emphasizes — 


@ Safeguarding Phone Privacy 
@ Having a quiet, restful, and efficient office. 
@ Importance of better phone hearing. 


Thousands of concerns have accomplished this over a 
period of thirty years with 


HUSH-A-PHONE 


You can inform yourself by requesting 
literature. Do it today. 


HUSH-A-PHONE CORPORATION 
Room 718, 65 Madison Ave. New York City 16 


Are Your Guide Tabs 
BROKEN? Cut them off and 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement. 
Large openings covered by transparent 

a. white, blue, green, yellow, 

or r 
to Bong labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or yt —_. 
Sold 4 leading stationers, U. S. and foreign, or t post- 
paid to responsible firms on 30 days’ trial. Price > list free. 
Samples (5 or less) 2 cents each. 
102.325 used by Sears, Roebuck & C 

CHAS. C. SMITH, Manufacturer, Box 809, EXETER, NEBR. 


SALESMEN 
1951 1890 


Different? —Yes— but 
exactly alike in their 
dependence upon 


BEACH'S 
"COMMON SENSE" 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


THE DIXON FASTENER 


SN HAS A HOLE THROUGH ITS CENTER 
SS 


WITHOUT REMOVING FASTENER, SECTIONS 
IN) OF SHEETS GO IN RING OR POST BINDER 


All brass Dixon Fasteners give sheets 
metal protection at the binder hole to 
stop tearing and wear. The thin, 
curved design holds quantities of 
sheets intact in or out of the binder. 
Packaged 24 to envelope, 12 envel- 
opes to carton. Also 100 to box and 
12 boxes to the carton. 


See Your Stationer 


Manufacturing Division 


DIXON RESEARCH, INC. 


ROCKFORD, ILLINOIS 
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NEW 
q STYLED | 


Economy Priced 
Grouping © 


807%4PB 
CREATED BY 


Taylor 


New stylized ensemble harmonizes with 
modern wood and steel desks. Clean lines 
...note of richness... generous size... 
welted backs and seats. Standard Taylor 
quality construction. No. 808PB is side 
chair, 
Write for literature and nearest 
source of supply 


THE TAYLOR CHAIR COMPANY 


BEDFORD, OHIO. 


A 
Acco Products, Inc........ 66 
Ace Fastener Corp........ 71 
Alliance Rubber Co........ 71 


American Cancer Society.. 50 
American Lithofold Corp... 11 


Bainbridge, Kimpton & 
eer rere 


Cc 
Chart-Pak, Inc.. 2 ae 
Columbia Ribbon & ‘Carbon 
BN Methg ME in ciedie icons 
Corry-Jamestown Mfg. 
Mec be cecses ces 3rd Cover 
D 
Dennison Mfg. Co......... 67 
Dixon Research, Inc....... 73 
E 
Eastman Kodak Co........ 57 


Edison, Inc., Thomas A.... 13 
Esterbrook Pen Co., The.. 12 


F 
Faber Pencil Co., Eberhard 14 


Fedders Quigan Corp.... 14, 59 
—_ Marking Equipment 


Pee ee 


G 
General Binding Corp..... 15 
General Pencil Co......... 63 
Graff Co., George B....... 70 
Geng BEG. C6... 6.660 c.s.0s. 7 


Guide System & Supply Co. 70 


H 
Hamilton Mfg.Corp....... 17 
Hammermill Paper Co..... 3 
Hanson Scale Co.......... 73 
Heyer Corp., The..... ate ee 
Hush-A-Phone Corp....... 73 
I 
Imperial Desk Co......... 62 
International Business Ma- 
chimes Corp............ 4 
Invincible Metal Furniture 
oe en 18 
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K 
Kee Lox Mfg. Co.. 69 
Kellogg Switchboard & Sup- 
A Sg ae i tate 15 
M 
Midwest Furniture Co..... 65 
Miller Furniture Co., 
ear 60 
N 
National Pencil Co........ 69 
Neva-Clog Products, Inc... 63 
oO 
Office Management & 
mympeet.. we sss 10 
Outlook Envelope Co... ... Yo4 
P 


Plymouth Rubber Co., Inc. . [67 


R 
Remington Rand, Inc...... 55 
Robert Rubber Co., Weldon 58 
Rosenthal Co., The....... 66 


Royal Metal Mfg. Co. 2nd Cover 


Ss 


Sanford Ink Co..... a dil 9 


Sengbush Self-Closing Ink- 
Sener 


Sheppard Envelope Co..... 15 
Smead Mfg. Co., Inc., The. 68 
Smith, Charles C.. 73 


Standard Register Co., The 16 
Sturgis Posture Chair Co... 56 


T 


6 
Underwood Corp... . .4th Cover 


Vv 


Victor Safe & Equipment 
Co., Inc., The 
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THE SECRETARY 


THE BOSS 


_ They all agree... 
Work Flows Faster 


From the stenographer to the boss, everyone gets 
a new feeling of comfort and efficiency working at a 
STEEL AGE Desk. Everything about the 3000 line is 
designed to speed more work along with less effort 
and greater work-ease. 

You'll find the extra efficiency of STEEL AGE 
design ... the non-glare corroleum top... the added 
foot room... the quiet, easy glide of the ball bearing 
suspended drawers—adds up to more work, better 
work, and a bright new look in any office. 


THE STENOGRAPHER 


Today, the demand for STEEL AGE desks often 
exceeds the supply. We’re doing our best to satisfy 
this demand but the growing needs of defense pro- 
duction for steel may not permit us to make deliv- 
eries as promptly as formerly. 

In the meantime, the makers of STEEL AGE office 
furniture will continue to maintain the same high 
standard of quality that has always made people 
say, “‘Buy STEEL AGE and you buy the finest in steel 
office furniture!’ 


ING CORPORATION 
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Underwood Sundstrand 
Adding-Figuring Ma- 
chines are fast, accurate, 
touch-operated. They get 
more work done at less 
cost ... with less effort. 


(bin teil a i. Hi. ill IO AO. 8. 8 


“Office Of The Year’”’ 
plaque, awarded to John 
Hancock Mutual Life In- 
surance Co., Boston, Mass., 
for offices employing more 
than 500 people — by the 
Office Management and 
Equipment Magazine. 


<uliowOs,Mll...;il... illi.:lillsan ith: AOR, 3, 8s... Bs 


Vics, 


499 Cee 


_. Adding Machines of the Hour 


John Hancock Mutual Life Insurance Company, 
Award Winner, Uses UNDERWOOD SUNDSTRAND 
Adding Machines ... Hundreds of Them! 


Congratulations to John Hancock Mutual Life Insurance 
Company on its award of “Office Of The Year!” 

Such an honor could not have been won without the most 
modern office systems and equipment . . . and Underwood 
is happy that our products played a part in this success story. 

John Hancock, in fact, uses over 200 Underwood Sund- 
strand Adding Machines in their home office in Boston and 
more than 700 in their branch offices throughout the United 
States. They also use Underwood Sundstrand Accounting 
Machines, Underwood Elliott Fisher Accounting Machines 


and Underwood Standard and Electric Typewriters. 

To post yourself on the Underwood Sundstrand Adding- 
Figuring Machine and what it can do for your business, 
send for the new illustrated folder. Or ask your local 
Underwood representative for a demonstration. 

wv, 


yes 


Underwood Corporation 


Adding Machines ... Accounting Machines... 
Typewriters... Carbon Paper ... Ribbons 
One Park Avenue New York 16, N. Y. 
Toronto 1, Canada 
Sales and Service Everywhere 


Underwood Limited 
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